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Taking the alcohol—but not the Spirit—out of Christmas parties. ..p. 26 
Started your pension program? Better not wait much longer.....p. 36 
Tools of the Office: accessories for your EDP department.......p. 43 
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Moving time: without losing a day’s work, 
Equitable Life transferred 7,350 home 
office employees and 75,000 pieces of 
equipment into a new building. See p. 13. 


" eee BR ee a ae (fe -— oo a 
ba St ey: e Pash, m ae, ant, arg ; : 29 F “BA é oP By 
a i i: ae . ae ae | sy * ‘ u P -, qe 
=a . + Ne 
Pe, ; ; 
#5 - ¢ a 
BS 
Boe ia 4 by e ‘ : é 
a ms _ g \ a) tag “ Ly % * baie: & ( - - < v 
Bsr a », aa ee @ wZwwt | 1. Pei " 
> a : ' ee | ce os ae Fd i ve} a eS Be ees 3 Soha tei 3 = 
— Ay SSCL ECE te a EE oe EO fG/ n 
Gi ie 4 . e : mm | rey tal ie ise | ; Ss = 4 = ete? at hin _ 
eS rae " B na % — ( a * .— os oe a : — oo a 12 
a eS > e 7 & én oS 
sy % ae a _ 
; x rf {3 . 1a : pis £ <7 é > vi = * 
. » «—- Eine tx.3 — ae 8 F a id ca a «(CF us Pi ‘| i 
Fs . a st = mite akEe Bt - 
i‘ », Baetikteth@gehea ea : = = a © -_ on ‘ A 
he 2 ed ep 9 eS La | ihe Sf fe . a je > ah . ed 
pated ‘ . ; “3 ; ; a ~ 3 rs att : 
ah oY Y 7 ee ¢ of is 
es : ; 2? 4 
ea : , z 
a fe 
a = _) EEE ers SPR Ui Pos a Or i nas ee a ee eee ak, sees ce “ een Beeb To RR i Ea ied aby en cee rn © RAs CA, pe USE peepee Ps gee | . 
a &: 
é it 
: - 
in ee ee ee RS ee - ; a . is 
Bes Rie ir 8. oa “~S - > . : A 
Sei We at Fo — ; fe : 
. — ae -_ ; 
hy * ae : . 
ull e i one —_— ¢5hinn ¢ } . pe | 
ae 7 - ae wh at ON q ¥ ) 
Z ee x re “te, ™ + 
er... ¢ ov 2. tia! .. . = | 
Seley Pia fe , - L = : ; ; 
—-  . a Sees 4 a , 
— pa i . -~_ ‘ | 
~ ye Sees ie aa : > a “9 ¥ 
. bs <) ee SS wie - deity ee ai , 
,; ‘ ae 5 ae eer : *y e 
v da . % i a < 
 ——- P oe x = al wee 4 
—— : : id 
Pee, $ ¢ ; : ~/ 
ae A a . tT . 
a : : - , - "4 ‘ 
ie a ; i - i Cf 
i r 4 . xe fe q ay ae — 
- oe é ‘Sa bo a ais * ee Baek. 
* ae ig be § q es — . x 4 : . *F < <o " 
an ; "3 ‘ eae : 4 —.- >, : — cui gis ae 
ae <5 Kj - aay es = a ees a 
i em ss ms; > = oe eg a - ta. 
- a <> C—O —- — ka ~ 
. 2 : if a CC a an he “Sy 
The x : Fi | ———— Wig ee EEE at all re . ae 
ag . i. = . ' ‘ Peg et 
=a ; S.J *,. ' ; —_—-—— es AS , Ee ee ae 
a oi z 1? P - v a «“¥ i BB a 
4 rt ¥ = y. ee a _S < % : 
Ree: he 4, " oF a 1% “fs oo enna 4 : ihe re 
a we — 7 tg Beis tiny -- eee ; 7. 4 oon 
a é i — > ‘ ica Pee ? 
P Pr ve ‘ te Cente ian “ 1 fee ana green ae . * a : “3 
aS a a - . 5 awe 
, f at . - ge Rec. fs = - -« Sid , 
Pr Hin ¥ aS. = s ~ ae > a 
. y %y fii 7 wa oe ee . ‘a ‘ oad Ee Se eee eee Be ~eiehipuichoiaialatgss = ay —¥ 
p i — co rs Se * ’ * “7. ae a ‘eae om eee oe ee 4 
Rises & - 7 - : . EE 
Ris ea ‘ : : ™ oe, ee Bese 
ee | — = wy Ree 
—E—_——_— |» 7 isin ae f. 
: A 5 Be Ms, 4 Fuso bes ee : 
ue y si ‘ ~~ oe oa, 
. an i ? ‘ r Yee i er 
a al > b> , — 
. = “- Bd : . 
: a 4 ee a eN Bie ee FT eee ‘ = ee ue Me tS , er a> ra allied acembiaiaes 
i : igs Tene : : : : 2 q . 
Ea bs » eurssageels — panini " . =, = : ; 
aed =e ee ¥ 1 —__ q ¢ 
SEN fe ‘ os a » J j ~ a MES. ie ake i — - ; aS 
ft es 
8 a 
hy. mer eS ‘4 
> ee >... ; é ! as F : 
4 Be a, ae ge a —* i Ticaah “oat 
cle : Me nn. salen, oy 
aa re, i aa Pen Bae Pes . gS. 
Bi f ae ; a : Pi ” et 3 
=r ¢ Pi 
iets : ri ‘ 
Pi Bi Nar Lal mig ~ See 
A i eS en | . es eee . Te ARE aS Eo ll alma SR eS ee ee —. ’ ee . 
e Ee. Rae ie 5 come ae eat om ea eo ae = he eee . . a a — 
ee so, ° " * a * : _— a 7 ae set ck hd 4 ae *e ote Pits, | . a. 
be 7 4 : es : oe a ee Dos 
5 ; a : P: - : ; = ; , ) ‘ 
4 t a “<f Ea * ae Dy 3 J ‘ } 
m * : . i = i 
: ‘3 om oe i ee > “ea 4 i. 
ot - 0 le eS ee re : " a ce sae —— we. 3 \ oe - Se eee eae ee ae ae a. 


22s 
at 
= 
FF : 
poi Mt nn 
ae 
- 
we 


Po 
“ 
ca 


ke 


Intolerant! | 


The Monro-Matic® Calculator doesn’t trust you to remember anything. Instead, 
this intolerant perfectionist uses its own memory dials to accumulate products 


and quotients while computing results in an entirely different set of dials. All the 


while doing several figuring functions simultaneously. You might find its per- | 
fection insufferable if it weren’t for the fact that it does so many things so well | 
it can’t help but save you money. It’s backed by a same-day service organization 

of Monroe offices in 370 cities in this country—and in major cities throughout 
the world. You'll find our people prompt, courteous and skilled—as you will our 


sales representatives. Call one. He’ll be more than pleased to give you full details 


on this cost-saving Monro-Matic® Calculator. MONROE LH 


GENERAL OFFICES: ORANGE, NEW JERSEY - A DIVISION OF LITTON INDUSTRIES 


(Circle No. 25 on Recder Inquiry Card) 
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STRIES 


NEW BELL SYSTEM DIAL-PBX 
ELIMINATES 

MANUAL SWITCHBOARD, 
SPEEDS COMMUNICATIONS 
INSIDE AND OUT 


Sg eetigggstttinas 
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With new Bell System dial-PBX service. you and your Whatever your communication needs may be. the Bell 
employees can dial interoflice and outgoing calls directly System is uniquely qualified to meet them. One of our 
from your desks. Communications Consultants is ready to show you how 

Using this compact desk-top unit. your switchboard new and improved Bell services can help you operate more 
attendant can get priority incoming calls through to you efficiently. more profitably. Just call your Bell Telephone 
faster—and have time to perform other useful duties, too. Business Office and ask for him. No obligation, of course. 

— F. J. Lenfesty, president of F. Hurlbut Company, Green Bay, 
/ 


Wisconsin, tells how his company profited from dial-PBX: 


24 _— “Calls from some of our cement products cus- 
‘ > —~ tomers were being delayed at our main switch- 

i board, especially during busy hours. On the rec- 
ommendation of one of your Communications 
Consultants, we installed a dial-PBX, and now 


xt 


customer calls are handled quickly and effi- 
ciently. We've saved one-third of our operators’ 
switchboard time, and we’re making sales that 
might otherwise have been lost. Our changeover 
to dial-PBX was well worth the money.” 


& BELL TELEPHONE SYSTEM 
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The machine that outgrew its name 


It was christened Addressograph — aname that mightseem They include complete ‘credit card’’ systems for process- 


to limit it to addressing envelopes and that sort of thing. But 


it does so much more than that! @ Basically, 
Addressograph equipment forms the heart of sys- 
tems to automate writing of all kinds of repetitive 
business data. Our scanners even read it! @ Auto- 
mated Addressograph systems slash costs on 
such operations as order writing and payroll proc- 
essing — break the computer input bottleneck. 


ing data at point of sale right through to final accounting. 


@ Today, there are hundreds of Addressograph 
models, from small hand-operated imprinters to 
big direct-input data processing systems. Utiliz- 
ing this broad range of Addressograph ‘‘hard- 
ware’’, our specialists can develop simplified, 
automated systems to cut your paperwork and 
data processing costs. Just call us. 


Addressograph-Multigraph Corporation 


(Circle No. 3 on Reader Inquiry Card) 
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Administrative Management incorporates the 
following magazines, with their date of 
founding: Office Management, 1940; Amer- 
ican Business, 1930; System, 1900; and Busi- 
ness Equipment Topics, 1905. 
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Associated Business Publications 


In preparation for the recent 
Equitable Life move, Weiss- 
berger, Inc., movers unbolted 
the files at the firm’s old 
building. Then, as shown 
here, they taped back-to-back 
files together to prevent any 
from toppling on the diligent 
clerks. For the complete story 
on the big move, see p. 13. 
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Equitable takes a giant step 


Planning for recent move began 10 years ago 
By Frank G. Lyons 13 
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Business reports can be readable 


Mechanized accounting system generates simple analyses 24 


More spirit and less spirits 


Management seen changing Christmas party policy 
By Duane Valentry 26 


Still no pension plan? 
Senior employees deserve security; delay costs money 


By Frank W. Gray 36 


Selling the company’s work to the worker 


Friden employees learn to respect their products 
By Halward L. Holman and Diane Borst 58 


DEPARTMENTS 


Office design 


Color in office interiors 
By Walter A. Kleinschrod 30 


Tools of the office series 


EDP accessories 


By Lawrence Victor 43 
Tips for the office 62 
Automation in the office 68 
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Subscription: $4 a year in United States and in possessions. Canada. Mexico. and Cuba 
Other countries, $9 a vear. Single copies 45¢; Trends and Forecast Issue $1. Copyright 1961 by 
Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who 
Makes It and Where, and The Gift and Art Buyer. Please give 60 days notification of any chan 
of your address. Re-entered as second class matter June 29, 1953, at the Post Office of New York, 
N. Y.. under Act of March 3, 1879. 
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Study your business card! Does anyone else? 


With few exceptions, the hundreds of millions of business cards printed and 
used each year say very little and attract scant attention. Not more than five 
per cent of them could be called exciting, attention-getting, or memorable, 
states the Eastern Regional Othce Machine Dealers Association Bulletin. 

Modern business cards should perform three basic functions: (1) Identify 
the bearer, his company, and product, (2) Intrigue the recipient, so he physi- 
cally notices the card and doesn’t just glance at it indifferently, and (3) Get 
action—open the door for an appointment by making the recipient want to 
meet the bearer in person. 

Most cards accomplish only function number one. Here are a tew examples 
of some that also fulfill the other two requirements . . . a truck leasing firm's 
card is die-cut in the shape of a truck Western Union office manager's 
card is a miniature replica of a telegram... a card used by a direct mail house 
is actually a miniature 10-page booklet outlining the company’s services 
a company with a motto, “service above silver,” has a silver dime attached to 
each of its cards... a manutacturer of plastic combs and novelties carries a 
card made of imitation mother of pearl .. . an envelope manufacturer uses 
a miniature “letter” inside a tiny envelope as a calling card. All of these are 
real eye-catchers! 


You retire employees, why not equipment? 


In his first message to Congress, President Kennedy called for an expansion 

of American productive capacity in 1962 and 1963. According to Under- 
secretary of the Treasury Henry H. Fowler, certain fundamental facts disclose 
the reasons for this appeal. For example, 50 per cent of our present productive 
capacity was installed before or during World War II. More than 65 per cent 
was installed before the Korean situation. The average age of business equip- 
ment in the United States is nine years and gi radually increasing. This is 
definitely not a sign of economic growth. 


“Executopia’’ may not be far away 


Advances in communications may eventually do away with business trips! 
Closed-circuit television now permits face-to-lace conlerences between executives 
in different cities. When television is linked to the telephone, businessmen will 
rarely have to budge from their desks. In fact, here’s an idle thought: they 
might not even have to leave their homes to transact most of their affairs. 


Conformity — creativity — progress 


Conformity and creativity are not diametrically opposed concepts in ow 
capitalistic system, claims Fred Maytag II, chairman of the board of the 
Maytag Co., Newton, Iowa. In a recent speech, he stated, “A corporation 
expects you to conform in little things, but within this framework of established 
procedures, there is almost limitless opportunity to be creative. The new 
designs, the new methods, the new procedures, the new ideas which come out 
of the creative imagination of individuals are vitally important to every corpo- 
ration if it is to maintain its place in the highly competitive economic 
life of our country. Within the framework of American capitalism, we might 
say that competition is simply creativity in work clothes.” 


ADMINISTRATIVE MANAGEMENT 


emo Short thoughts on big and little topics in 
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HB Corporations and businesses are 
spending over one billion dollars 
for Christmas gifts this year. About 
82 per cent of the corporations in 
the U.S. make it a practice to pre- 
sent their customers or employees 
with Yule presents. 


Bln compliance with the Wellare 
and Pension Plans Disclosure Act, 
102400 weltare 
benefits plans have been reported 


non-government 


to the Secretary of Labor, along 
with 24,600 pension plans and 700 
combination wellare-pension — pro 
grams. The assets of pension funds 
of U.S. corporations amounted to 
S27.8 billion, book value, at the 
end of 1960, according to a survey 
made by the Securities and Ex- 
change Comunission. 


B Approximately 25 per cent. of 
the total dollars spent annually by 
U.S. industries for research and de- 
velopment are being spent in’ the 
midwest. Of the $10.5 billion that 
were devoted to these areas in the 
1960-61 fiscal vear, $2.6 billion have 
been poured into midwestern tacili- 
ties, reports the Illinois Institute of 
Pechnology. 


@ Business bankruptcy filings in 
federal courts totalled 15,241) for 
the fiscal year ended June 30, 1961. 
Phe number of filings made during 
the previous vear was 12,284. 


BM \ccording to the 1960) census, 
the median age of the country’s 
population is 29.2 yvears—28.3 years 
for men and 30.1 years for women. 
The ratio of males to females is 
97 to 100. Married women out 
number married men 42.7 million 
to 42.4 million. 


DECEMBER 1961 


Is your 
figurework 


done 
blindfold ? 


If you removed the blindfold, you'd see 
a window that looks like this. Its a 


- “Check Window” that shows a full 


registration of figures entered — while 


there is still time for their correction. 


Of all the ten-key adding machines 
made in America today, only the 
Friden has it. All others are “blind”. 
The operator can’t tell what figures 
she has entered until they are added 
or printed. Then it’s too late. 


These are other advantages: the exclu- 
sive ““Natural Way” keyboard, de- 
signed to fit the user’s hand perfectly. 


(Circle No. 16 on Reader Inquiry Card) 


An extra-wide platen for roll paper 
and wide forms. Automatic red-print- 
ing of negative values. Automatic 
credit balances. All live control keys. 
And special features for rapid, effi- 
cient multiplying. 


Looking for accuracy, speed, versatil- 


- ity (and ruggedness) all in one ma- 


chine? Call your local Friden man for 
a demonstration. Or write: Friden, 
Inc., San Leandro, California. 


THIS IS PRACTIMATION: automa- 
tion so hand-in-hand with practicality 
there can be no other word for it. 


tiden 


Sales, Service and Instruction Throughout the U.S. and World 
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NEW FROM BASSICK: 


THESE 
CASTERS 


| 


IN LUXURY 


They roll on deep-pile carpeting as nothing ever did before —easy, smooth, effortless 
-—and luxurious in looks, too! 

That’s the impression you'll get from an office chair or fine furniture equipped 
with new “Bassick Ball” casters. 

* Distinguished modern design makes them ideal for the swankest executive 
Suite or the most opulent reception room or lounge. 

* Extra-wide tread and exceptionally fast, easy swiveling protects fine carpeting, 
allows easiest, most convenient furniture movement. 

* Simple, long-lasting mechanism is permanently lubricated—can’t squeak or bind. 

“Bassick Ball” casters are the latest contribution to office furniture looks and 
convenience by the manufacturer of the “Flo-Tork” chair tilt mechanism and a host 
of casters, glides and floor protectors for the office. 

When you’re buying office furniture, look for the Bassick accessories; they’re a 


simple but sure guide to furniture quality. 1.30A 


>, THE 
| BASSICK COMPANY Su 


[ayy 
é ' =) 
BRIDGEPORT 5, CONN. Fewecirenec] 2 é 


Excellence q ~ 
IN CANADA: 
BELLEVILLE, ONT. STEWART-WARNER CORPORATION 


(Circle No. 7 on Reader Inquiry Card) 


| Letters to Tay 


To the editor: 

... At this time, I should like to 
mention that of all the magazines 
that cross my desk, Administrative 
Management otlers the greatest 
number and variety of articles of 
my interest. Having been respon- 
sible for the implementation of the 
work simplification program at my 
company, and presently teaching 
“Techniques of Leadership” for the 
Seattle public schools, I use your 
magazine constantly. 

In conclusion, I hope that you 
continue to offer the present format 
of your excellent magazine. I have 
followed its progress ever since 
“American Business” and now teel 
that vou have developed the opti- 
mum communication vehicle for 
people with my kind of interests. 

James R. Cumming 
Management Engineer 
Boeing Airplane Co. 
Seattle, Washington 


To the editor: 
... LT should like to take this op- 
portunity of informing you of the 
usefulness and interest of your pub- 
lication, and also to ask for list and 
subscription fees of any further pub- 
lications 
Hugh Sant Fournier 
Valetta, Malta 


To the editor: 
May we express our respect 
for the work have done in 
publicizing systems application in 
office management, and for the cal 
iber of your publication, Adminis- 
trative Management. The reada- 
bility of your articles and the for- 
mat of the publication makes fon 
very easy, enjovable reading .. . 
Keep up you valuable, 
work as a top source of the 


you 


good 
latest 
Tools of 


oer 


information concerning 
the Othce.” 
Sidney A. Sokol 
Spot Carbon Products, Inc. 
New York City, N. Y. 


Your letters are invited. Address them 
to Letters Editor, Administrative Man- 
agement, 212 Fifth Ave., New York. 
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NEW 
_OZALID 


= TRANSFER-A-MATIC 


Poe 


TRANSFER-A-MATIC 


Copies everything up to 11 inches wide...150 
feet long. Perfect prints every time, in seconds! 
Insert the original—and only the original — printed 
on one side or both sides...out comes a perfect copy, 
automatically cut to size! No waste, work, worry. Clear 
black and white copies of all colors—pen, pencil, office 
stamps, typewriter, or type. Every one perfect ...no 
‘wastebasket copies!’’ No waiting for warm-up... self- 
starting. No messy ‘‘sandwiches”’ to peel apart. No contact 
with nail-staining inks or chemicals. Between feedings the 
motor sleeps—no wasted current. See it! Try it! Test its 


epeed, SHRDRCEY, GCCONDRY. 9m ene ee meme 


Send coupon now Ozalid, Dept. 129, Johnson City, New York 

[] More information please on the new 
Ozalid Transfer-a-matic 

CL) I'd like to see it demonstrated on or about 


| 
| 
Made only by Ozalid,® Johnson City, | 
N. Y. Division of General Aniline & 
| 
| 


NAME , — . - —— 
FIRM_ 


Film Corp. In Canada: Hughes-Owens 
Co. Ltd., Montreal. 


TRANSFERON'' "= 


CITY eee 


SLL cc cc 
CONVENIENCE-COPY PRODUCTS | 


(Circle No. 32 on Reader Inquiry Card) 


DECEMBER 1961 


) s 
se 
sa 
Pat 
y 
7 
zy 
i 
i 
Sas a a a a » ¥ be a te yi ‘ sc . > 
F i : ¥ * BS pi? 
\ i: Wy 
. AA aN tet | \ : “ i . 
ja + \ 4 ; ee 
ie ; ; | ‘ - ; | Ly 
i EE SS SORE OTD SOS A RR TR MOR LR Re 8 ; 4 
i = rere e he 
he me 
Ie 4 
iF é | . 
; e be 
1" transfer-a-matic ie 
isa ft 
lf me | ee 
ie. mt 3 
Fg 
i 4 : 
1.3 4 
1) 4 val 
i, See rs or UUlD va 
Figg oa Se ae ie a Se i a POL Rah i RES ea ee aw —* | 4 
3 Ad ees ax eo ee Pes CO gees ee ses en” a < “he “a £ tne 2 F ns ae. hes oT, % : 
. roe : rT am — 
‘ ' | a * . 
a Soceecee odaones me s paths oe ‘ 4 at 
bs a. eee | : e 
a ee : he : oe ; ee ! 
uae ye 2” 7 4 
Bhaos: SR aie - sane a 
ie Shae. . “3 
a 2 : 
a r ms 
he 
Z Be mY 
=) 4 
ain 
bi 
if = 
7. 
1 J 
Md 
1 3 
| sf 
‘ 
‘- 7m 
H 3 
i- a. 
P- ik 
ea 
y? en 
ey 
2 
d eee 
st bie 
pe 
rf 4 
2 
— 4 
Po : 
we 
; 
m e 
n- “ 
h. i 
ee > 
T Pe 9 ¢ 
is 
7 
be a et sigs : eae ie ee , et ee ; ee : 
a ie Te | ‘ 2 ae am i heal - i oe 4 7 F Pas ae on ae = bo 
eee oe ae ee ee ae he ee a 7 Te Cee eas la 


COMPUTER CHATTER 


GENERAL OFFICE WORKERS 
often speak of their trusty old type- 
writers and handy adding machines, 
but have you ever heard one say, 
“that swell computer?” Not yet! 
Born on a university campus, raised 
in scientific laboratories, and oper- 
ated in restricted areas, the com- 
puter has been inaccessible to most 
non-technical personnel. They still 
think of it as an unfathomable 
combination of pushbuttons, wires, 
and blinking colored lights that 
performs mathematical miracles— 
something to be revered from a 
safe distance. 

Will the awesome — electronic 
brain ever become a machine of 
the masses? We think so! In fact, 
as we wade through the tidal wave 
of computer publicity that floods 
our mail tray daily, we notice two 
trends in this direction. 

First, some computer manufac- 
turers are now making compact 
desk-size and portable machines. 
These need not be confined to lit- 
tle-traficked EDP areas like giant 
computers. They have been de- 
signed to fit into crowded general 
offices and small firms. There, the 
ordinary white collar worker will 
live with them, touch them, even 
learn to operate them. His awe of 
the “brain machine” will eventual- 
ly turn into a more familiar respect 
and understanding. 

The second trend is sweeping the 
population as a whole. Computers, 
once limited to the field of scientific 
research and development, are now 


10 


deeply involved with the affairs of 
“common folk.” This summer, an 
independent data processing firm 
programmed one ol its Computers to 
issue daily odds on Roger Maris’ 
chances of breaking Babe Ruth's 
home run record. The results were 
announced on a national TV 
on radio, and in newspapers. 

Matchmaking bureaus now teed 
physical, mental, and economic de- 
scriptions of “lonely hearts” 
computers and let the machines 
pick out “perfect” pairings. 

At a computer applications sym- 
posium this fall, it was announced 
that these versatile 
soon be 


show, 


into 


machines 
called in by doctors to 
diagnose patients’ symptoms. ‘They 
may: even be used tor scientific 
doublechecks of the progress of ex- 
pectant mothers. 

Speaking of “checks” 
ble-checks,” the Internal 
Service is, at this 
setting up an 
spotting fraud and honest 
on income tax returns 
porate and personal. The heart of 
this EDP “detective” system will be 
the National Computer Center at 
Martinsburg, West Virginia. 

Computer applications like this 
will surely turn the attention of the 
population to the electronic brain. 
Who knows, someday taxpayers 
may even go the government one 
better and resort to good old com- 
puters to figure out their compli- 
cated long forms! 


—Robert L. Caleo, 


Way 


and “‘dou- 
Revenue 
moment, busy 
automated system of 
errors 
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managing editor 
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For fast service contact the “Fabrilite”” 
distributor nearest you listed below: 


CALIFORNIA 
Compt Urethane Corporation of Calit. 
5 E. Victoria St. 
Fabric Leather Corp 
1139 Santee Street 
Los Angeles 15..Lindsey & Hall, 1036 South Hope Street 
Attn: Mr. C. Hall 
San Diego........ Foam Rubber Supply, 2210 Kettner Bivd 
San Francisco 9......Scovel & Sons Co., 1133 Post Street 


Attn: Mr. Paul Scovel 

CONNECTICUT 
CEOFETOIG Fw ccccoscsceed New England eee Supply Co 
8-40 Albany Avenue 


Attn: Mr. Robert Warner 
DISTRICT OF COLUMBIA 
Washington C. E. Briddell Co., Inc 
3726 Tenth Street, NE 
FLORIDA 


Miami 36......W. Valentine Company, 618 S.W. Eighth St. 
Tampa Auto Trimmers Supply Co., Inc. 
910 W. Cass Street, P.O. Box 2459 


Los Angeles 15 


GEORGIA : 
Atlanta 2....J. R. Erikson Co., Inc., Pe mg Nelson St. 
: Mr. J. M. doti ties 
ILLINOIS 
Chicago 5......A. Hoenigsberger, gg S. Wabash Avenue 
Attn: Mr. H. L. Hoenigsberger 
KENTUCKY 


Louisville 2..Herman A. Schildt Co., pk 323 East Market St. 


: Mr. P. J. Berning 
LOUISIANA 
Baton Rouge 9....Tupper Supply, a. 7 North Street 


P. J. Berning 
MARYLAN 
Baltimore 11 .C. E. Briddell Co., Inc., 2800 Hampden Ave. 
‘Attn: Mr. H. W. Beckman 
MICHIGAN 


Detroit 38............Larson Supply Co., 10313 Puritan Ave. 
Grand Rapids 3................ Upholstery Supply Co. of G. R. 
303 Fuller Avenue, N.E. 
Attn: Mr. Arnold Bjork 
MINNESOTA 
Minneapolis..New York Fabrics, =e Nicollet Ave. 
ttn: 


Mr. H. Becker 
MISSISSIPPI 


PR snssassssceseis Woolley Brothers, 924 oun Street 
Attn: Mr. R. E. Woolley 

MISSOURI 

St. Louis 8 Hi & Co., 4507 Olive St. 

Kansas send ~ hesaassivead Hinsman & Co., 1615 Locust Street 

NEW JERS 


Union........ Eeupaich Brothers, Inc., 909 Rahway Avenue 
NEW YORK 


eee Vinyl! ey * ag 34 Ferry Street 
: Mr. A. J. P. Seitz 
New York 1..Fabric Leather , mG West 32nd Street 
Attn: Mr. W. Wilson 
COCOCNET BF ecceccicsccevcecneesensd H. R. Howard & Sons, Inc 


60 North Washington St 


Attn: Mr. W. S. Howard 

NORTH CAROLINA 
| ae American Supply Co. of N. C., Inc. 
308 West Broad Street 
Attn: Mr. Dewey Smith 


OHIO 
Rs cnciecerstviticiiic John L. Showalter Co., P.O. Box 1259 
GCHENGIORE BD... ctaccnsncesenasesnmsnenasnsl Earl K. Koch & Son 
2100 West Superior Viaduc. 
Attn: Mr. Earl Koch 
OKLAHOMA 


| Oklahoma Upholstery Supply 
Whittier Station, P.O. Box +3185 
Attn: Mr. F. W. Graff 


McDonald & Co., Inc. 
930 South East Oak Street 


Attn: Mr. R. M. Treadgold 
PENNSYLVANIA 


Philadelphia 6..........c.-000cesse0 Maen Line Majestic Fabrics 
217 Chestnut Street 

Attn: Mr. Maurice G. Maen 

J. J. Peiger Co., 101-103 Market Street 
Attn: Mr. J. William; 
= , 568 Hazle Street 
ttn: Mr. Harold Smith 


.Providence Textile Co., 243 North Main 
Attn: Mr. Harlan Espo 


OREGON 
Portiand 14 


Pittsburgh 22...... 
Wilkes-Barre......M. H. Smith Co., 


Providence 3... 


SOUTH CAROLINA 


cc ..  e. W. L. Graydon & Son, Inc 


414 Pendleton Street 
Attn: Mr. R. Littlejohn 


Southern Textile & Supply Co. 
894 peng arg Avenue 


TENNESSEE 
MM. phi 2 


- Attn: Mr. J. T. Hogan 
Nashville............ netted Main St., Franklin 


ttn: Mr. John Bruce 


Dailas Se ened A. F. Schmalzried a. Co., 2650 Main Street 

tn: Mr. Chas. W. Schmaizried 

Fort Worth. Reese B. Davis & Co., 316-20 South Lake St. 

Atin: Mr. Reese B. Davis 

Houston 4....A. F. Schmalzried & Co., 1930 Oakdale Street 
WASHINGTON 

Seattle..McDonald & Co., Inc., 414 Boren Avenue, North 

pennenenns Attn: Mr. Leonard McDonald 

Milwaukee 2............ Gebhardt, Inc., 213 North Broadway 

Attn: Mr. C. Pushkash 

For information on furniture shown write to: E. 1. 


du Pont de Nemours & Co. (Inc.), Fabrics Sales, 902 
Wilmington Trust Bidg., Dept. OM-19, Wilmington 98, Del. 


Better Things for Better Living 
«through Chemistry 


GU PONT 


at6 u spar or 
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Soft as a cloud, velvet to the touch, here is deep-seated 
luxury unknown in vinyl upholstery. The secret? Du Pont 
foams” on an exclusive “Fabrilite™ coating that produces a new 
deep, soft cushion effect. Use it with abandon in the most sump- 


tuous surroundings. It needs little care. Just wears and wears. 
THIS IS DEEP SOFT KENSINGTON...NEWS IN 
DU PONT VINYL UPHOLSTERY “+= 


Better Things for Better Living 
... through Chemistry 


* 


**PaBRLite 
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“NCR PAPER saves us its entire 
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James W. Harper 
Vice President 
Midwest Steel Corp. 


cost...several times each year.” 


—Midwest Steel Corp., Charleston, W. Va. 


“We use NCR Paper (No Carbon 
Required) because it enables us 
to reduce costly duplication in 
our paper work. With NCR 
Paper, originals and copies are 
processed as a complete unit, 
without the need for inserting and 
removing carbons. 

“Although the cost of NCR 
Paper is often more than forms 
with carbons, any extra cost is 
repaid, several times over, by the 
savings in time and mistakes, and 
in extra operating efficiency. 

“Our experience with NCR 


Paper has proved it is more flexi- 
ble, more convenient to use and 
more economical than the forms 
we used previously. 

“By placing money values on 
all its advantages, we estimate 
NCR Paper saves us its entire, 
cost, several times each year, thus 
giving us a highly profitable ve- 
turn on our investment ” 


James W. Harper, Vice President 
Midwest Steel Corporation 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 
THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES @© 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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Leading supplier of rails and track accessories 


It’s the cost-in-use rather than 
the purchase price that deter- 
mines the true cost of your mul- 
tiple-copy forms. Invest in NCR 
Paper forms and get dividends 
through time saved and increased 
record-keeping efficiency for 


your business 


NCR PAPER 
ELIMINATES 
CARBON PAPER 
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EQUITABLE 
TAKES A 


GIANT 
STEP 


Planning for recent move 
began 10 years ago 


By FRANK G. LYONS 


CONSIDER FOR A MOMENT the prospect of mov- 
ing a corporate giant employing upwards of 7,000 
people. Consider the thousands of pieces of equipment 
—the countless desks, files, business machines, etc.—the 
army of technicians and professionals needed tor the 
job, and the requirement that the move be accom- 
plished with absolutely no interruption in business 
operations. 

Consider all these factors and you will have an idea 
of the problem faced by the officers of the Equitable 
Life Assurance Society when the company decided to 
move from its old headquarters on Seventh Avenue in 
New York City (33 St.) toa brand new Home Office at 
1285 Avenue of the Americas (51 St.) . Completed this 
September, theirs was probably the largest commercial 
move ever recorded. 

In the early 1950's when Equitable realized that it 
had outgrown its quarters (they had already leased 
space in six other buildings), they made an exhaustive 
study of the real estate situation in New York City. 
After a good deal of give-and-take argument, a site 
on the Avenue of the Americas was chosen as the best 
area for a new Home Office. The reasons for the selee- 
tion of this site were, according to top Equitable execu- 
tives, its transportation facilities, good investment 
value, and the future of the neighborhood in general. 

After the site had been chosen, the next problem 
was the construction of a new building. Once again, 
the Society began a series of tests, to determine just 
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December, 1961 


The day of the “strong-back-no-mind” mover is over. These 
Weissberger Moving & Storage Company men, moving Equit- 
able, operated on the basis of scientific planning. Each step of 
the moving operation was analyzed and reviewed on the “draw- 
ing board” many times before the first van was loaded. 
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IT TAKES A COLOSSAL EFFORT 
TO BUDGE A COLOSSUS... 


Equitable’s 22-block Manhat- 
tan move from the building in 
the adjacent photo to a cus- 
tom-built $65 million sky- 
scraper (far right) was a tre- 
mendous project. $175,000 
was spent on a two-story pre- 
construction model (center 
photo) of new headquarters. 


Equitable’s giant step... continued 
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what type of building would best suit both its current 
and future needs. 

The Society's officers asked all department heads to 
submit reports on just what their space requirements 
would be in the new building. Once these reports 
came in, Equitable, a firm believer in specialists, turned 
to outside experts and asked them to project the So- 
cietv'’s space requirements to the year 1975. 

Working with this “projection” in mind, Equitable 
set about planning the new building. The plan, there- 


Weissberger, Inc., a leading commercial mover, had to employ 


fore, from the very beginning, was to make the building 
fit the occupants, not vice versa. 

Actual construction of the building began on 
August 11, 1958, when the job of excavating 240,000 
tons of rock and soil started. The building was com- 
pleted in September, 1961. 

One fascinating aspect of the Construction ways the 
use of the “X-Building,” an experimental mock-up 
edifice two floors high, costing $175,000. This figure 
may seem high, but it was only a minute percentage of 
the total cost. As a matter of fact, it really didn’t “cost” 
anything, because it saved money. As John H. Muller, 
chairman of Equitable’s Home Ofhce building com- 
mittee said, “By trial and error testing of everything 
from doorknobs to the design of the building's shell in 
the mock-up, we were able to effect tremendous savings 
in the cost of the final product.” 

Even while the construction of the new building 
was taking place, plans were being made tor the big 
move. As tar back as 1956, Equitable began a survey 
of the moving industry in New York City. After what 
finally amounted to years olf study, the Weissberger 
Moving & Storage Company was awarded the contract. 
It was decided that Equitable’s particular needs could 
best be served by one large company rather than a 
number of smaller ones. 

Detailed advance planning is the only thing that 
can expedite an operation the size of the insurance 
firm’s move. To illustrate, more than 25 meetings of 
Equitable and Weissberger were held in the past two 
years. Participating in the planning sessions were 


mechanical ingenuity to move Equitable out of its old building. Equitable executives from the Division of Home Ofhce 
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Administration, including George P. Chave, Arthur 
Bajart, chairman of the moving committee, and his 
assistant Michael A. Hannan. The movers were repre- 
sented by Arnold Weissberger, president, William 
Chadwick, vice president, and Joseph Modrov, head 
of the Weissberger planning department. 

In 1959, when planning began, the Weissberger 
planning department made an itemized survey of 
each Equitable department, listing everything to be 
moved, calculating the cartons, bins, dollies, special 
containers, numbers of vans and men needed, and 
lurnishing Equitable with a budget figure on the cost 
of the job. 


Thousands of files and desks had to be moved 


The number of items to be moved was staggering: 
79,000) pieces of equipment, including 6,262 desks, 
7,159 legal and letter-size files, 2,305 card files, 1,722 
card file sections, 3,000 transfer files, 1,500 tables, 500 
supply cabinets, 525 business machines, and 625 docu- 
mentary file sections, to list a few. Moving materials 
required for the move included 17,000 cartons and 
2,500 large bins, in addition to numerous special 
carriers for typewriters and addressograph machines. 

An interesting angle of the move was that it 
was made in five separate operational “clusters,” rather 
than department by department. A cluster is composed 
of related departments which must be moved together 
in the interest of operational efficiency. ‘The cluster 
idea was developed by Equitable to assure maximum 
efhciency in) continuing company business activities 
throughout the moving period. 

Examining the components ol the first cluster, desig- 
nated “A,” we can derive some notion of how the “op- 
erational eficiency’’ theory works. Cluster A was com- 
posed of parts of six departments: Actuary, Controller, 
Claims, Treasurer, Cashier, and Medical. Moving 
the same cluster was the Communications Division of 
the Home Office Administration; Haskins & Sells, 
the Society’s outside accounting firm; and two mem- 
bers of the employment division of Personnel. 

All these departments (with the exception of 
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Equitable’s new 42-story Home Office skyscraper stands in dra- 
matic testimony to the company’s progress since it was founded 
in 1859. At the end of its first year, its insurance in force 
totalled $1,144,000; today it is a staggering $38,032,916,000. 
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Top: Walkie-talkie equipped police officer alerts task force that 
Equitable’s securities are about to roll. Bottom: Armored 
“securities” car is preceded by squad car and followed by de- 
tective car. Over $5 billion in securities were moved this way. 
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Home Office building committee worked on firm’s mammoth 
relocation project for years, planning every detail of the move. 


two) depend upon each other to keep the work 
flow operating at peak efficiency. The Home Office 
Administration unit was included because this de- 
partment was responsible for setting up lines of 
communication in the new building to coordinate 
the move. Personnel was included so that it could 
begin hiring new people at this building. 

The make-up of the five clusters had been deter- 
mined months before the final planning for the actual 
move began. By December, 1960, Mr. Bajart, chair- 
man of the moving committee, had coordinated the 
cluster reports which the various department heads 
had previously worked out. Mr. Bajart then submitted 
these reports to vice-president Chave for final approval. 

In March, 1961, an office was established in the old 
Equitable building for Mr. Modroy of Weissberger, 
so that he could be on hand to coordinate all final 
phases of the move. This was an important aspect ol 
the move. How else can a moving man understand 
the problems peculiar to the insurance industry unless 
he actually “lives” with them for a period of time? 


About the same time that Mr. Modrov moved in, 
monthly planning progress charts and day to day 
scheduling were initiated. The purpose of the charts 
was to show just how far the planning of the move had 
progressed. This graphic reminder constantly served 
notice of what was yet to be done. 

In March and early April, a resurvey was made, 
cluster by cluster, of all items to be moved. Then, 
during the months of April and May, Equitable repre- 
sentatives prepared, and turned over to the Weissberger 
planning department, new building floor plans for 


ADMINISTRATIVE MANAGEMENT 


a i HY 
[ ° . GS eee 
a Sie ‘at — La Equitable’s giant step |. . continued 
; ee ee bs. 
ag Se a <a : : =, . 
ae ee; ee ¢ : ¢ 
; 5 ee : =i : an AS : 
; oa a i ne i 
4 is \ * ae . 9 i M yeh i 
ae 2p 3 bo Ss - 4 ia) ee 4 zs, 
4 ao ee ¥* ~~ . | 
Bu a tees, io é a eerie e v 4 
. oor ng ey”! i a ¢ = in $ | 
) Se > .> Ale t 6 + . 
ee ie Et Bhi e ee : : 4 ¥ m4 <. ae “hae  : ; ae j , g “ ‘ 
a i re hae oe ey oF ; Lat P F an ; sae ¥: ws a t ia. in 
<a (Fre Se oe a 
or vam ee = eS . “ ee ‘¢ ' eee ig? * ‘ Sv, - # i 
oe \, ee pe 3 ‘ : ae ae ae 2 ee 
Dee we eo f ei t; TA es. E ; vf ~ : a By: 3 
1) “eae | -_ a> 
i ee aS re t —_— | 3 i j . a >, fo 
ye oa me ; \ . y Bae: ae “se q ‘ ca a os. i oe . ¥ 
ee cane > ~ a a SS “ - ty a - J bee i 
hae ae rt Ge. cf - fn Pe Bree foe ee At: \ mt Be . 
oy; ete 4 i a ; es , & is ae Pr & “4 & A jee eg ’ = hs : Be 
eo ®] 4 3 i . ime en . The Po 7 Se Me 04 Sr. 
ae a ie . . fe a — ar >» ai Ba <i + 2 As 
i i ae aed a i ' ve } 
OY 2 i i oe . a" F 
2a a . Ss ae) 4 3 
Po) me 2 7 = f : i es * “Sa 
Cae” fas , 5 : +s a Gaihalcnclietalisestntntasna \ 
‘ie Sal Oe 5 ihe - =| se t 
aa ot, | a 3 oe = 
4 m4 sf ‘ es yi aes ee bi 7 ie aii ss Pee , 
3 Zi ‘al - caeae, eg oe ae: 4 Pv , : . : a 
oa ee a ee 
ee ee ree ‘ 
ie 8 eee ke ty 
lll aaa lat: i a er ° . 
ae _ a es a 
Secs Bek ae a1 Se Bae wy 
i ae me, ney a Vestas os ae ag ra . Zi eg “a 
i? We gas se he. one # oe ll La 
QA. oe : ei: eee % AR 
i soy | — | ny cae a Se : a: 
m he a Be at © j ; : 1 coal i ; : (TE 
ees) | > test : 4 . ‘3 - 
a ae es ote oS aa + 4 
ae a ees) eee ‘ a i a = 
Aa IS SAORI ge ='S (a : “ 
Sis) 7a ‘Naso ema: SM oe ae om pi 
oa  . ~, ieee Silay eee ' si 
a. lL 1 
. ne’ " oe: am han po : { ‘ i ~ “ Jag, ce 
ee, eee ’ ieee 5 ay eg A 
e = a 
sf : et 
) bi 5 
= vex, pt es ae See = o H 
oo ie Wpickaeicte 4°. Te ae : ; 
3 7 a © fe eee oO, ‘ : i i 
: ne 14 mv a ere ee oe " ’ 
: RO UNA See eae ae sai i ae ee ie Tae £ 
eS || «Seine one ame > ae ae i. of mm ARES ‘i 
a , ay send G a ; . a, ee = a Fee. 4 ‘ ae . mS Ny ce. 
Re: Pi 4 7. +e ; eek Bea 3. iy Mice - sae 
oe. SS aa am Se, Pte ere we ee H 
> ae ee 2 te. Se x re —. : 
fee & =: 7, P RS L F€o sak ote Es ; G: ee e cs : a Bah ei ss 
ea) Netnenithadatine = ie Ah Ae is att Hf i : aN ~ 
ee . ack t - ye. i a 
op . a af 3 4 
ere. tt Ls — le " ieee ; 
uf ——s ' . . eos Oe ae 
io “i LT, eae ies 4 re, Jo one 
oy . 4 cd aa = Sa F - ' = - 
ps ~~. nee bie ~ . ats ; 
a ss os, = — oe ee 
ac. o. es oe, “4 ee 
3 ae vipoompeiageel . # 
; & ; zi 
ain 
ie: : ’ : ; : e : . ’ “a " 
tS Do a 0 ee —" e 


At work in the new building. The open look is emphasized by 
the carefully planned window arrangement. Mail attendant is 


each cluster, with furniture layouts showing where 
each piece of equipment was to be placed. Weissberge: 
subsequently coded these layouts so that nothing could 
go astray. 

During the month of July, orientation meetings were 
held at which Weissberger ofhcials brieled Equitable 
representatives on all details of the move. These meet- 
ings were held every Monday morning at the new 
building, so that department representatives would be 
familiar with their new home. It also permitted them 
to visualize how their departments would look. 

Also in July, the movers began the long job of tag- 
ging the items that were to be moved, cluster by cluster. 

In order to understand the entire moving operation 
it might be profitable to follow the history of one of 
the clusters. 


Tracing the move of Cluster “A”’ 


The make-up of Cluster A had been prepared many 
months before the move. On April 14, the furniture 
layout for the cluster was completed and given to 
Weissberger. On April 26, a conference was held dur- 
ing which the moving time and schedule of the move 
was approved. It was at this time that elevator loading 
schedules and the number ol crews required were defi- 
nitely set. 

On May 1, the planning department of Weissberger 
began coding the furniture layouts of Cluster A; at 
the same time, they began to prepare the tags which 
were to be used for the cluster. 

On June 13, all of the department representatives 
participating in Cluster A’s move were called in for an 
orientation meeting. Then, on July 3, Weissberger 
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shown operating an electrical cart, which speeds regular memo 
pickups and deliveries throughout the vast building floors. 


began tagging all the goods in the cluster. Finally, 
on July 31, a conference was held with department 
representatives to coordinate facilities, equipment, and 
personnel involved in the Cluster \ moving schedule. 
This, as vou will note, was weeks in advance ol the 
actual move. 

On the night of August 17, 1961, Cluster A began 
to move out of the old headquarters. 

The real advantage of all the detailed planning 
was to be seen in the smooth operation of the move 
iisell. Operating every day of the week (with the 
exception ol Wednesdays and Sundays), the movers 
worked from 6 p.m. until midnight. 

Three separate crews, operating independently, man- 
aged to transfer approximately 360 van loads of goods 
every week. Station wagons equipped with radio tele- 
phones were used to keep Weissberger executives in 
constant touch with the moving men every step of 
the wav. 

Each unit to be moved had a distinctive tag, des- 
ignating the floor of the new building and the exact 
place on that floor where the unit was to be placed. 
This was accomplished with tags of 10 different 
colors, plus four code markings, to give a separate 
designation for each of the 40 floors. (Green, for 
example, designated the 4th floor; green with a line 
through it designated the I4th floor, and so on). 

As each cluster was moved, a lobby directory and 
floor directional aids were set up in the new building. 
In addition, the movers chalk-marked the floors of 
the new office to correspond to the layouts furnished 
by Equitable. Each unit to be moved followed a precise 

(Continued on Page 20) 
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BRPE Tape Punch 


Perforates 5, 6, 7 or 8 level tape at 
100 char/sec. Synchronous unit, 
with parallel-wire input. For busi- 
ness machine readout, or, with de- 


‘ serializer, for data reception over 


DATA-PHONE or other high speed 
communication channels. 


CX Tape Reader 


Reads fully perforated or chadless 
tape—5, 6, 7 or 8 level codes—at 
100 char/sec. For use as computer 
input device, or, with serializer, for 
transmission over DATA-PHONE 
or other high speed communication 
channels. 


LARP Tape Punch 


Produces 5, 6, 7 or 8 level tape at 
20 char /sec. Parallel input. May be 
used for cross-office relaying, data 
collection, or providing by-product 
tapes from business machines. Com- 
panion input tape reader available 
(LX). 
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LBXD Tape Reader LPR Typing Tape Punch LXD Tape Reader 
Dual-purpose model: permits, (1) Produces 5-level ““common language For on-line transmission of 5, 6, 7 
tape transmission on-line and or to tape,”’ prints data right on tape for or 8 level tape at 10 char/sec. Trans- 
business machines, or (2) direct read- handling ease. Speed, 10 char /sec. mission may be pulsed, 

out (without tape) from business Non-typing version of this unit also 

machines for on-line transmission. available (LRPE). 


Speed, 10 char,;sec; 5, 6, 7 or 8 
level codes. 


Teletype Corporation offers an extensive line of paper tape punching and reading equipment, with 
capabilities for meeting a wide variety of needs. In addition to the individual units illustrated, numerous 
combination sets are available—such as gang-mounted punches and readers, punch-reader relay sets, high- 
low and low-high speed converters, and page-tape consoles. 

Applications range from high or low speed on-line transmission to centralized data collection . . . data 
distribution .. . data input, output for business machines . .. by-product tapes . . . and many others. 

With Teletype-built tape units, you can solve your problems with precision-engineered equipment, 
backed by over fifty years of continuous design and manufacturing skill in the data communications field. 

Teletype equipment is manufactured for the Bell System and others who require the utmost reliability 


and versatility from their data communications systems. For further information, write to Teletype Corpo- 
ration, Dept. 36M, 5555 Touhy Avenue, Skokie, Ilinois. 
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(Circle No. 42 on Reader Inquiry Card) 
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Equitable’s giant step 


... Continued from Page 17 


time schedule. Nothing was allowed to interlere with 
this schedule. If, for example, one piece was misplaced, 
it was not changed until after the move had been com- 
pleted. This was especially important in this move 
because Weissberger movers operate on an assembly 
line basis. (No one moving man translers a_ unit 
more than 60 feet). They even have movers who 
specialize in loading elevators. This may sound a 
little far-fetched, but you’d be surprised at how much 
space and time an “expert” elevator man can save. 


Special handling for EDP and securities 


Evervthing that had to be moved was placed on 
a dolly and remained there right up until it was un- 
loaded in the new building. Complicated IBM ma- 
chinery was prepared for the move by the manu- 
facturer. The movers require this precaution in order 
to insure that none of the delicate mechanisms are 
damaged during the move. (An interesting side light 
is that operating data processing machines needed a 
few hours “cooling off’ before they could be moved. 
This, of course, was calculated when the moving sched- 
ule was originally set up.) 
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Super files in the policy service department replace the system 
used in the old building (shown at left). These electrically-con- 
trolled Diebold files each hold 100,000 policy cards, any of 
which can be pinpointed in seconds. Direct telephone lines to 
the file operators accelerate the entire records reference routine. 


Once inside the new building, the movers lollowed 
a procedure that was, essentially, the reverse of the 
moving out procedure. 

Though the movers handled everything [rom waste- 
baskets to data processing machines, there was one type 
of commodity that required a special type of move: 
Equitable’s securities. 

On Sunday, September 3, at 8 o'clock in the morn- 


‘ing (a time secretly chosen by Equitable officers) , the 


company quietly began moving its securities to the 
new building. 

Five armored trucks made 55 round trips betore 
the last security was safely stored in the giant (water- 
tight steel walls, weighing 155 tons, surrounded by 
28 inches of concrete) vault 38 feet below street level. 
Each truck carried six grim-faced men: the driver, two 
armed guards, and representatives from Equitable’s 
treasury department and the accounting firm of Haskins 
& Sells. 

The move took place under the watchtul eyes of 
New York City’s police department. A sergeant and 
five patrolmen were stationed in front of the old 
building. Around, but purposely not in evidence, was 
an undisclosed number of plain-clothesmen. A similar 
detachment was stationed at the new building. Both 
of these forces were augmented by a number of 
Equitable guards. 

While a truck was enroute, it was preceded by a 
squad car, and followed by a detective’s car. The police 
carefully checked the entire 22-block route that was 
taken. Unnecessary precautions? Hardly! The move 
involved $514 billion in securities, ranging from $100 
bearer bonds to a $69 million industrial note. ee 
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(Cirele No. 27 on Reader Inquiry Card) 
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5 WAYS THE MOORE MAN CAN GIVE YOU A HAND +. 


1. PAPERWORK The fastest way to reduce paperwork is An extra ‘employee’ working for you—Which forms should 
to cut a system to its bare essentials. The Moore man you have? The Moore man isn’t limited—he can furnish 
can show how to avoid duplication, how to reduce waste any forms construction to eliminate duplicate writing 


motion to a minimum, how to improve a system for com- and records. He’s backed by Moore’s research teams 
plete efficiency, at minimum labor and cost. He can also who are at work designing forms that cut costs. And 
show results in 2. Control, 3. Savings, 4. Speed, 5. System. Moore's many plants are located near you for fast service. 

| : MOORE BUSINESS FORMS 
Moore Business Forms, Inc. + Niagara Falls, N. Y. » Park Ridge, Ill. » Denton, Tex. + Emeryville, Calif. Over 300 offices and factories in North America. 
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WHAT THEY 
SAID AT 
S. P. A.’s 


1.S.M. 


Cleveland 
systems meeting 
attracts 1100 


ELEVEN HUNDRED systems peo- 
ple crowded into Cleveland’s Stat- 
ler-Hilton and Pick-Carter Hotels 
recently to attend the Systems & 
Procedures Association’s 1961 Inter- 
national Systems Meeting. Collec- 
tively, they sat in on nine 
“Panorama” meetings, eight confer- 
ences, 31 seminars, 22 informal 
“Circles of Knowledge,” and as- 
sorted keynote sessions, luncheons, 
dinners, and entertainments. ‘They 
toured exhibits, cheered as SPA’er 
Daniel Gillespie was named ‘“‘Sys- 
tems Man of the Year,” and 
learned of plans for the next ISM 
in Boston, October 29-31, 1962. At 
right are five quotes extracted from 
significant papers presented at the 
lively Cleveland gathering. ..... 


ARTHUR K. WATSON 
President 
IBM World Trade Corp. 


Don't let trade barriers 
sap our economic strength 


66 It is time the nations of the 

free world recognize the nature 
of the danger that faces them and 
react accordingly to meet the threat. 
When full-scale war was forced 
upon us in 1940, the Allied nations 
did not waste time in bickering ove1 
trade advantages. They combined 
their resources in an all-out effort 
to defeat a common enemy. The 
danger today is far greater than in 
1940. .. . The need for a full-scale 
coordination of resources is corre- 
spondingly great. We must, in con- 
cert with the other free world indus- 
trial nations, see to it that artificial 
barriers to the free flow of trade and 
investment do not sap our combined 
economic strength. . . . We must 
learn to take the initiative.” 


J. W. HASLETT 
Mgr., Special Studies 
Shell Oil Company 


The ‘blue sky’ approach 
brings ‘bread and butter’ 


66 As with constructing an entire 

community over a period of 
time, so in the systems field advan- 
tage may be taken of intermediate 
accomplishments. Steps leading to- 
ward long-range objectives may be 
put into operation as soon as they 
are developed. Quick advantage is 
thus taken of significant improve 
ments. [his is imperative, since in 
both systems and technological de- 
partments the planning activity 
must produce bread and butter fon 
the company’s earnings statement, 
even though the ‘blue sky’ ap- 
proach is the way of doing it. Sys- 
tems plans by themselves do not 
produce cost reduction, nor do they 
improve operations. For concrete re- 
sults, the plans must be acted on.” 


int 


PROFILE 
OF A 
SYSTEMS 
MAN 
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WHAT IS THE BACKGROUND 
of a typical systems man? What are 
his primary duties? How old is he? 
Does he have a promising future? 
These and other questions have 
been answered for us by John Haas, 
a candidate for a Master's degree 
in business management at Fair- 
leigh Dickinson University in Ruth- 
erford, New Jersey. 

Mr. Haas’ thesis deals with the 
role of the systems analyst in busi- 
ness. In researching this subject, he 
surveyed the systems and procedures 
managers of 250 member companies 


ol the Systems and Procedures As 
sociation. Based on the results ol 
this survey, here is a profile of to- 
day's systems analyst: 

Age. The average age of the cur 
rent systems analyst is 35. 

Education. Most systems depart 
ment managers require a_ college 
degree when hiring a new analyst. 
Many of them believe universities 
should offer a major course in. sys- 
tems and procedures, with account 
ing, English, management theory, 
work simplification, and report writ- 
ing as the most necessary subjects. 
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ROGER W. CHRISTIAN 
Associate Editor 
Foctory Magazine 


Don’t plug new machines 
into a decrepit system 


Some companies, working to 

ward the total systems con 
cept, are heading tor trouble 
through the popular ‘step by step’ 
approach. The rationale here ts that 
vou can't elephant 
This is sound thinking, 
provided (1) you have an objective, 


swallow an 
whole. 


(2) vou know where your systems 
need overhauling, (3) vou know 
how it will be done, and (4) in 
what sequence. The ‘step by step’ 
approach is commonly just a new 
disguise for the old policy of plug 
ging new machines into a decrepit 
system, without really examining 
the system. When will otherwise 
prudent men realize that a buck- 
board with dual carburetors is still 
a buckboard:” 


M. W. ANDERSON | 
Mgr., Systems & Procedures 
Crucible Steel Co. of America 


You can’t convert ‘as is’ 
to a computerized system 


66 Suppose we have a good com- 

bination manual and punched 
card payroll system. We have 
sufficient spare computer time, and 
we see a sizeable potential cost sav- 
ings {so| we convert, as is, to a 
computer system. In jonly| a few 
would this 
‘as is’ conversion be practical and 


isolated) instances 


economical. ... . Actually, the choice 
of approach is “Do 1 fit my problem 
to the computer, or ‘Do 1 fit: the 
computerized part of the system to 
my problem. An approach to the 
lormer type of charting isn’t to be 
done at all, in my opinion, but 
neither is the latter without first 
vaining a comprehension of what a 
computer can do readily and what 
laboriously.” 


CARL W. SCHOEPFLE 
Consultant 
Booz Allen Methods Services 


Clerical work demands 
engineered standards 


For every ten hours of [clerical] 

work or time paid for, six hours 
ol good work is produced. .. . The 
most important cause of low effec- 
tiveness is an unbalance in work 
load and worker capacity. Over and 
over, we see situations where the 
assigned work to an employee is not 
a full day’s work. ... [A] clerk may 
be assigned to file from ‘a’ to ‘e’ and 
can only do what comes to her. 
Three calculators may be assigned 
to handle a work load that could be 
completed by two. Low effectiveness 
therefore typically stems from a con- 
dition that is imposed upon the 
worker by supervision of higher 
management and can only be cor- 
rected through proper management 
techniques.” 


Business Experience, Over 90 pei 
cent olf the analysts have had prac 
tical experience in accounting and 
business administration. More than 
MY per cent have had office man 
agement and industrial engineering 
experience. Miscellaneous back 
grounds, ranging from journalism, 
teaching, and law to manufactur 
ing, production control, and elec: 
tronic data processing, are in the 
Minority. 

When hiring new analysts, most 
systems managers look for candi- 
dates with five to nine years’ busi- 
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ness experience, prelerably in’ busi- 
ness administration, accounting, or 
industrial engineering. 

Aptitudes. In general, managers 
like their men to possess analytical 
ability, common. sense, creativity, 
reasoning power, and sales ability. 

Function, | he majority of analysts 
are currently working in one on 
more of these areas—the establish- 
ment of operating systems and pro- 
cedures; forms analysis, design, and 
control; procedure and manual 
writing; offce equipment evalua- 
tion, selection, and standardization; 


work simplification; records man- 
agement; and organizational analy- 
sis and planning. 

Future. Sixty-five per cent of the 
claim that their de- 
partments are considered training 


managers 


grounds tor future executives. Al- 
most 59 per cent of the promoted 
analysts join staff management. The 
remainder are advanced to line man- 
agement positions. 

The average time spent by an 
analyst in a systems and procedures 
department is about four and a half 


years, © 
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A Knapp-Monarch accounting machine operator updates production and inventory control cards. 


BUSINESS REPORTS CAN BE READABLE 


Mechanized accounting system generates simple production-sales 
analyses of 250 different products for Knapp-Monarch Co. 


WHAT ARE THE ELEMENTS 
of a good business analysis report? 
According to Fred R. Zaegel, con- 
troller of the Knapp-Monarch Com- 
pany of St. Louis, Missouri, “A good 
business analysis report must have 
three elements: it must be timely; 
it must be informative; it must be 
easy to read. It is invariably the 
end product of a good accounting 
system.” 

Knapp-Monarch, which manufac- 
tures electrical household devices, 
has completed installation of a 
mechanized accounting system that 
has already proven to be the “good 
accounting system” Fred Zaegel was 
talking about. First of all, the 
system produces timely reports. 
Weekly reports are completed and 
distributed by Tuesday of the week 
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following. Monthly reports are com- 
pleted and distributed during the 
first week of the next month. 

The reports are informative. They 
provide almost all of the informa- 
tion needed to run the business. 
They completely describe produc- 
tion, sales, inventory, salesmen’s rec- 
ords—in short, everything manage- 
ment needs for decision-making. 


Easy-to-scan format 


The reports are easy to read. 
This is a noteworthy achievement 
at Knapp-Monarch because __ the 
company manufactures 250 different 
products. Report information is pre- 
sented in a columnar format, with 
all the information on a particular 
product printed on a single, well- 


identified line. This format enables 
a reader to relate the product 
and the corresponding information 
quickly and correctly; sigmificant de- 
tails are not lost in a profusion of 
paper. 

In addition to turning out 
prompt, comprehensive reports, 
Knapp-Monarch’s new system has 
freed five clerks for other func- 
tions and increased accounting ac- 
curacy. For a short period after 
this system was installed, the new 
and the old systems were run in 
parallel. All the errors detected 
occurred in the old system. 

Personnel training is simplified. 
Two days before the new equip- 
ment was delivered, a_ long-time 
employee who was to fill a key po- 
sition in the system left the com- 


ADMINISTRATIVE MANAGEMENT 


pany 
Her 
girl, 
acco 
an tu 
thar 

& 
and 
USEC 
ope! 
by | 
tim 
com 


and 
ofhe 
pai 
inv 
ope 
too 
vel 
ma 
] 
pal 
op 
bil 
da 
col 
act 
cre 
(c 
ul 
co 


PTD Slee. — al al eae . faa ey aS pe > mn iw ¢ — i Pa | . So a a 
errr a . mo es | if is ae 4 Bees es EB Y's oi 2 ro : 
Co ie ed ae ot. ee Le ae es Se Ss |) i % " si ec ners. —_ sibs an 
BS * wv & ye Edens rn peaks. ae re Hi wr” Te OF ri Sy <a 3 a , Be a ei 
Ve Me FF - + il eae, lie = ae ies 5 ee oe «ae 
a * ha _— Ss aie a er a ite Fy, fee oe a a Be <p ahiee : tae a 
-. oF ‘ai } we ee me # te ae 4 aay = —_  — — oy ar 
i - cre : ae =f) ris ae 0c ag Rae ON het - eee Sy Pr tt, — ce | 
a ee me i hoe a eas ee et aes oh oe 
a. ee oe : a ee en ; Sidhe barr a saa Bye hie ee, oF eS . ee: 
ar i a ¥ ry > ieee ie ame esses an 20S 7 Shi: Maps de ONS. ing F, “a , ee foe ee i i oa ea 
7 ar. a Se os Meages 5a, ines Pr ee sb Mele bees ea A ee. 
ae ae -. t o54% i ‘ eagne Tile pS 3p ee c a ee Re a 
. ~~ < — 0a a cae tN Cn ia = ey eee oe Aas ae esis eee 2k! Mie: 7, 
Co gees yin, MN “Se a iia ius eee iy nn 
eh, on —< ee ce, A i fk ar SR ee ae 2 5 iat a a i ia | 
Ba aa Coe oo FG Me eae Be |) See cam pe ooh a ‘ 
i See - A: Niger eee a as i a ee a ay Pts <2 Me ks. Samet See 
hey or = rN aa le ak Paes cata i E 4 1 See Be” BS Sey aM eet po es 5 ie . 5 
A en me it Bo eR og eee a tales. ee ae = ae oe | 
‘ Ree , * ae i i Mg | Sa oo aes Oa 
ss : Sa ol: leet a) F = ee | epee: sit. 2 
we 7 a ; 4 oe ee ans i: ae ANS. St Gee vA 5 Fe a rh, 2 Rae ° bon ai 5 . : 
se he Si 1a pu oo be oes. J fi 5 Pes ya e | ot 4 i ae 
is a Me en Se —e——s a ee ew 
Be i Rae Bei ts iz , se ore A ay 7 ; 2 timer eet _ oes am a < é 
| i 20 ree, oot r f x a J ae | \ et pee = 
ke ’ ‘ Te 2 ae , el f . a 
ae : " ee te a wt KE ee a . me u - ss 
i — i es ol Re 
; Fy Pe Rays = ae Bid Pa “RE > wey * ava - 
J iS “ye 2 >. ee ‘ : “es . J 
SS Saas ™ eee ee = - 
a — a eae sk a ~ be . ee 
. ie Cee ss ia a mn ges ka ee x6 
; ee ee ee ~ 
: pees eS a ee = : Hie: ~ Ea. “ 
». : Se Bi aa an . a fe iN fe ~~. . — 9 ; 
~ * : i : ae) _ os ‘ ‘ Sey :* \ la , k 
a he - lag) 4 3 re: : ; } j - 2 ‘ ; ny ~ 
. = ae ey — is ee. eg . ‘ 2 ; = wee 
So Ao 7 Br. ers 
yi P - <e y a) ; ~ 4 a ie 
rr 7 mew Wate ev. ‘ i 8 ye a 
: : ~ Ve my, ‘ i P ‘ ; 4 
od . * . “PEE Se, ; ae. ae 
3 . v= ° ia $ ‘, 
. ad , : . o ’ " " 
Sa ss: ~ Fal ; 
. ‘ 
i ee hin ss yee - , 
a ad me ; = - ad a & 
nts Se es OSS Te. eS i 7 
Oe ¥ Ha 4 : A : 
| | | eae Le’ | ) 
¢ aa SM ke Ow 7 } 
c 4 % a / &.. . : ~e < ( , 
a. Pz oe 
; #22 ‘ : ~S ‘ ' 
F iy ca om 
i # « Pa. . 
S uh” § Wea. ‘ r \ .:, 
ke cin ” oa 3 ‘ - 
‘ * « <ee Pe ia me: ¥ 
~ és ~~ Ys eo, o 
: % ca ee One eo 
a | - x eS wat! ood 
a 
es ' 
ac 
or 
4 CO 
* | Ce 
ee al 
vd pi 
{ 
rt 
le 
7 re 
> th 
i a 
is 
il 
a ‘ 0 
a ee ‘ 
‘ i \ 
* C 
| 
; | / 
i 
“es < 
é ’ 
‘ 
iy, | oe , ” adi : i ee : ; i a le iia all — ae ‘ F 
“ ° i" 195 le r ie CL yee P A, oe a | “ae “hy 
—- ey me | nl ee he 5S 


pany to move to the west coast. 
Her replacement, an inexperienced 
girl, learned to operate a versatile 
accounting machine efficiently on 
an unfamiliar office routine in less 
than a day. 

Legible records, ideal for audit 
and reference, are produced and 
used everywhere in the accounting 
operation. Records are controlled 
by Knapp-Monarch personnel at all 
times. No processing is done off 
company premises. 


Old method inaccurate 


Formerly, the company used pen- 
and-ink methods and old-fashioned 
office machines. Reports were pre- 
pared on typewriters. Orders and 
invoices were prepared in separate 
operations. Accounting procedures 
took too long, and the reports ce- 
veloped were not as accurate as 
management desired. 

Late in 1960, the accounting de- 
partment transferred the following 
operations to the new system: pre- 
billing (150. five-line 
day), production and 
control, production-sales reports, 
accounts receivable (charges and 
credits), payroll, accounts pavable 
(check-writing and voucher distrib 
ution), general ledger, salesmen’s 
commissions, and ordei 
(units and dolkar volume) . 

Under the new system, all these 
accounting operations are performed 
on five National Cash Register ac- 
counting machines, including two 
Compu-Tronics which have the 
ability to perform electronic com- 
putations. 

This is the sequence of operations 
leading to the development of ordey 
reports and production-sales reports. 
All incoming orders are directed to 
the order editor who checks the 
prices and other information fon 
accuracy, adds any information that 
is missing, and fills in the shipping 
instructions. He then forwards the 
orders to the billing clerk, who 
operates a Compu-Tronic machine. 

To process a customer order, the 
clerk inserts the multiple-copy in- 
voice form in one side of the ma- 
chine’s carriage and two cards—one 
white, one yellow—in the other side. 
At the top of the invoice, she types 
in the shipping address, the name 
and address of the puchaser, in- 
voice number, salesman 


invoices a 
inventors 


reports 


number, 
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shipping medium, and the pur- 
chaser’s order and department num- 
ber. For each product ordered, the 
clerk enters the following informa- 
tion on the body of the invoice: 
product number, product descrip- 
tion, quantity shipped, and unit 
price. 

After the information for a_par- 
ticular product is entered on the 
invoice, the accounting machine 
automatically prints the same in- 
formation, plus the salesman’s num- 
ber, on the two cards in the other 
side of the carriage. The operaton 
then replaces the two cards with 
blanks and proceeds to make the 
next entry on the invoice. When the 
last entry is completed, the ma- 
chine prints the invoice total in 
the last column of the invoice. 

The invoice copies are distrib- 
uted to departments concerned 
with expediting the order, while 
the two cards completed for each 
product are used to develop reports. 

The white cards are called order 
cards. All of these are forwarded 
directly to the operator of another 
accounting machine, so the order 
information can be incerporated in 
the production, inventory, and sales 
records. 

The vellow cards are the ship- 
ment cards. These are filed accord- 
ing to invoice number. When the 
order is shipped, these cards are 
pulled from the file and forwarded 
to the same machine operator who 
earlier received the order cards. 

This operator also receives daily 
factory production — tickets and 
requisition slips. Thus, she has all 
the source media necessary to keep 
production and inventory control 
records up to date. A production 
and inventory control card is main- 
tained for each of the company 
products. These cards are brought 
up to date three times a week. 


Most vital report 


Knapp- Monarch’s — production- 
sales report is the most important 
one the company develops. If 
necessary, the company could func- 
tion on the information contained 
in this report alone. 

The weekly production-sales_re- 
port is made up every Monday. It 
provides detailed information on 
the production, sales, and inven- 
torv of everv one of the products 
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The basic principles of 
business forms, their de- 
sign, and their use, will 
be dealt with extensively 
in next month’s “Tools of 
the Office.” 


Knapp-Monarch makes. All the in- 
formation pertaining to a particular 
product is printed on a single line. 
A simple format is necessary if 
this amount of information is to 
be presented effectively. The mov- 
able-carriage accounting machine 
lends itself to this style of report. 

The information in the first six 
columns of the report is pre-printed 
to read: (1) Catalog Number, 
(2) Description, (3) Fall Ship- 
ments (1959), (4) Spring Ship- 
ments (1959), (5) Fall Shipments 
(1960) , and (6) Spring Shipments 
(1960). This information is incor- 
porated in the report to permit 
comparison with recent history. 

The operator makes up the re- 
port one line at a time. For each 
product, she first picks up informa- 
tion from the previous report. 
Next, she enters information taken 
from the most recent line on the 
production and inventory control 
card. Finally, the accounting ma- 
chine automatically calculates the 
current week’s entries and = auto- 
matically prints out the line on the 
report. The operator then goes on 
to the next product. 

This report form is actually a 
Ditto master. As soon as the report 
is completed, a number of copies 
are run off. These are distributed 
every Tuesday morning to all 
Knapp-Monarch employees who re- 
quire the information in their jobs. 

“When we installed this system, 
we were striving for modernization, 
speed, accuracy, and savings, and 1 
think we have received them,” 
says Fred R. Zaegel. ““Knapp- 
Monarch has 250 products, 150 five- 
line invoices a day, and close to 
800 employees. These figures add 
up to a lot of accounting. Yet, our 
five new machines have sufficient 
capacity to allow us to expand in 
the future.” s 
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Management seen changing Christmas party policy to — 


MORE SPIRIT AND LESS SPIRITS 


By DUANE VALENTRY 


TIME WAS, and everybody still 
remembers it all too well, when the 
office crowd looked forward to the 
Christmas party season with appre- 
hension. What, they wondered, 
would happen this year? 

Nervously, the secretarial pool 
whispered. Everybody had a new 
dress for the big occasion—just like 
last year. They hoped the friendly 
get-together would result in their 
getting to know the bosses a little 
better—but not like last year! 

“Do you remember Susie and Mr. 
Edwards? Wasn't that awful? And 
how about Joe and Miss Simpson? 
Gee, I thought I'd die!” 

And so the whispering went on. 
Would Pop Johnson get mad _ this 
year after his first two drinks, bawl 
out T. H., and get himself fired 
once and for all? Would Mr. Wil- 
loughby get mad at the company’s 
best customer and insult him = as 
he did last year? 


DUANE VALENTRY is a free lance feature 
writer for both general and business 
magazines. During the past 15 years, 
much of his writing has dealt with the 
subject of alcohol education. 
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Today, much of this Yuletide ten- 
sion has been eased because man- 
agement has been heeding the warn- 
ings of the National Satety Council 
to “dry up” those ofhice parties and 
thereby decrease the holiday drunk- 
en-driving accident rate. Conse- 
quently, the unfortunate — fights, 
near-fights, and tears that usually 
flow over the “goodwill” whiskey 
bottle are happily being squelched. 
The provocative liquor bottle is dis 
appearing from the company 
Christmas party scene. 

But, there has to be an_ office 
party. It’s traditional. There would 
be griping up and down the line 
if parties were cut out entirely. So, 
management all over the nation has 
done some brain-storming and come 
up with new “unwet” ways of amus 
ing employees during the holidays. 


New types of parties 


One organization takes a collec 
tion from said employees, adds its 
own dollars, and calls in groups of 
orphans, letting the employees buy 
gifts and help entertain the chil- 
dren. Nobody complains, and every- 
one has fun. 

Another company serves coffee 


and cookies and passes out gilts. 
“To be trank, we have just as good 
a time as we had before,”” employees 
report. 

Says an executive at Sealtest Dairy 
Products, “Several years ago we dis- 
continued Christmas office parties. 
We serve a luncheon, with milk and 
coffee as our liquid refreshments. 
We feel this is the only way to 
close our business day at Christmas 
time.” 


Trend sweeping country 


The trend toward the dry ofhice 
party is sweeping from coast to 
coast, with every size and type ol 
organization joining in. Many say 
the move is long overdue and that 
countless auto accidents and trou- 
bles could have been avoided had it 
happened years ago. 

“We are most happy to report 
that our Christmas parties do not 
contribute to delinquency of any 
kind,” says an executive of the 
Ralph L. Smith Lumber Co., of 
Anderson, California. “We have es- 
tablished the custom of a most de- 
lighthul noonday dinner in our cale- 
teria for our people on the day 
before Christmas. We exchange gifts 
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New Junior Ozamatic... New Super Ozamatic. 


Here... trim and efficient as they look... are two versatile table top copiers 
by Ozalid. Both designed to increase profit by slashing copying costs. 
Consider: 

For only a penny per print, Junior reproduces material up to 13” wide — 
office systems, small engineering drawings, routine paperwork, film positives. 
Super, most versatile in its class, processes any dry diazo material up to 19” 
wide. And fast... for one example...2000 lettersize copies an hour. 

For heavy volume engineering drawing reproduction, there’s Ozalid’s new 
Printmaster 900, a veritable workhorse for capacity. 

Is your business, like thousands of others, feeling the cost-profit pinch? 
Get the facts on these Ozalid cost-cutters today. Facts that can begin 


saving you money tomorrow. Simply mail coupon. O a A a | D ® 


Division of General Aniline & Film Corporation, Jonnson City, New York 


REMEMBER. FOR PEAK EFFIGIENGY, ALL OZALIO WHITEP INTERS WORK BEST WITH OLALID SENSITIZED MATERIALS 


er eee ete ae a ee 


(Circle No. 31 on Reader Inquiry Card) 
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Mr. James A. Travis, Mgr., Marketing 
Ozalid, Dept. 128, Johnson City, 
New York 


You bet I'm interested in cutting operating costs 
Please send full details on Ozalid whiteprinters 
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Firm___ 


Address___ 
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More spirit and less spirits - . . continued 


then and launch the Christmas sea- 
son without regrets.” 

Another company gives employees 
turkeys at Thanksgiving and Christ- 
mas; some donate money to charity 
instead of spending it on cases of 
liquor and a ballroom at a fancy 
hotel. 


Safety appeal heeded 


The National Safety Council and 
local councils throughout the na- 


tion have spared no effort to con- 
vince organizations of the direct tie- 
in between “celebrations” and 
death and injuries on the roads. 
“Never have we received a more 
spontaneous and gratifying reaction 
to any proposal advanced in the in- 
terest of accident prevention,” says 
the national council's executive vice- 
president George C. Stewart. “This 
is one of the most significant socio- 
logical developments in the field of 
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 CABINETS\- 


the cabinets 


with the long door pulls 


YOU benefit two ways when you se- 
fect Borroughs Sliding Door Cabinets. 
You add beauty, because the graceful 
lines, style-plus features and modern 
finish enhance any decor. You add 
efficiency, because Borroughs Cabinets 
are built for durable service — long, 
vertical, anodized aluminum door 
pulls slide doors easily and quietly 
with finger-tip pressure — sliding 
shelves are adjustable without bolting 
— various models can be used singly, 
in conjunction with other office fur- 
niture, or in specially grouped 
combinations. 


send today for illustrated price list 


Ideal as machine stands 


Perfect as desk companions 


Efficient 2-tier combinations 


BORROUGHS manuracturinc company 


OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCIS COMPANY OF DETROIT 


3036 NORTH BURDICK ST. al . KALAMAZOO, MICHIGAN 


(Circle No. 8 on Reader Inquiry Card) 
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accident prevention in recent years.” 

Commending the National Safety 
Council for its appeal to business 
on this issue, the Greater Philadel- 
phia Council of Churches adds, 
“Too many of our clergy have had 
to labor with families disturbed, 
or even broken up, by incidents oc- 
curring at office drinking parties, 
as well as shoulder the unhappy 
responsibility of burying drivers 
who became drunk at such events.” 

With few exceptions, the girls in 
the secretarial pool and their male 
counterparts in other departments 
applaud the new kind of party, 
which sends them home to their 
famuies earlier, safely, and with no 
headaches. 

“It is our feeling that Christmas 
is a family time,” says G. A. Klaff- 
ky, general manager of the Socony 
Mobil Oil Company. “So there will 
be no interference with this family 
observance, we ask that department 
groups refrain from organizing 
parties either inside or outside the 
office on the day before Christmas.” 


Private nips nipped 


Some firms even threaten to dis- 
miss employees who become intox- 
icated during company hours on 
Christinas Eve. They sometimes dis- 
courage those little trips “down the 
street” lor a quick nip in a nearby 
bar by substituting the best food 
and entertainment money can buy 
on company premises. 

One company has refused to buck 
the Christmas “toast” custom, but 
at least promises to see wobbly em- 
plovees safely home with company 
transportation, 

In a poll of 900 office managers 
taken by the National Office Man- 
agement Association last vear, 553 
sull favored the traditional “wet” 
parties. Yet, say building super- 
intendents, these parties are not 
rearly as prevalent ay they once 
were. 

Thanks to the “dry party” trend 
in business, there will be no Christ- 
mas hangovers this year for tens 
of thousands of office workers—no 
looking back with alarm, no_ loss 
ol job, reputation, or “face.” For 
many it will also mean they'll live 
to celebrate another Christmas! I 
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The extras you get with Nekoosa Com- 
munication Papers assure extra- 
ordinary performance and economy of 
operation from all of your office ma- 
chines. And when you select Nekoosa 
Communication Papers, note the real- 
ly BIG selection offered by Nekoosa 
in sizes, colors, weights and _ finishes. 
Nekoosa-Edwards Paper Co., Port 
Edwards, Wisconsin. 


Nekoosa Bond e Nekoosa Mimeo « Nekoosa Ledger 
Nekoosa Duplicator « Nekoosa Manifold « Nekoosa Fax 
Nekoosa Offset « Nekoosa Opaque « Nekoosa Fantasy 
Nekoosa Master-Lucent « Nekoosa Index « and 
companion ARDOR Papers 
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Precision Cut 


.. to make sure that every sheet 
will go through every machine. 


Curl-Free, Wrinkle-Free 


...to make sure that every sheet 
will lie flat. 


High-Speed Performance 


... assured by papers that are made 
for today’s high-speed equipment. 


Wax laminated ream wrap protects 
against humidity changes. 
New ream box flips open at end for 
easy withdrawal of sheets. 


(Circle No. 30 on Reader Inquiry Card) 
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Even though black-and-white, 


IS 


Every gaudy color 
Is a bit of truth 


‘THE TRUTH about color in the 
office too often is the awful truth 
of low efficiency and high cost. For 
the truth is that color is a practical 
thing, a tool to use—or misuse. It 
isnt something you just apply be- 
cause it “looks nice.” 

Color is a physical and psycho- 
logical phenomenon — with  every- 
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this photo suggests the richness and corporate imagery that color imparts. 


=FCOLOR 


A PRACTICAL THING 


thing this implies—all rolled into 
one. 

Physically, and stated very simply, 
different colors are the result of 
different wavelengths of radiant 
energy acting on our nerves. (Office 
administrators nervous about main- 
tenance costs might add—speaking 
“physically” —that some shades are 
more physical than others: they show 
dirt more readily and need greater 
physical effort to keep clean!) 


Psychologically, color plays all 
sorts ol strange and wondertul tricks 
on us. We sometimes see it: sym- 
bolically. Everyone knows that red 
means stop and green ,means go, 
and that pink is for girls, and that 
gentlemen preter blondes, and some 
of our citizens even make a big to- 
do about the shade of the next fel- 
low’s skin. Sometimes we see color 
aesthetically. For whatever reason, 
some colors and arrangements of 
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color gratily us; others do not. Thus 
our nervous friends with their main- 
tenance problems will only ex- 
change one bad situation for an- 
other if they paint everything in 
tones that “hide” dirt, and end up 
with walls the psychologically sick- 
looking color of mud. 

The irony of this sad outcome ts 
that it needn't have been. The 
colors of the visible rainbow are so 
plentilul, so minutely divided shade 
by shade, that management can 
have its cake and 
eat it too, or, 


more aptly, its 
fresh colors and 
& fingermark ‘em 
(somewhat, any- 
Way). 
Not far trom 
those anemic 
shades which no one really wants 
not lar, at least, when measured on 
the scales of Hive, value, and satura 
tion by which color is codified 
shine colors with aesthetic vigor and 
decent “hide-ability.”’ 
Management's task is) to. find 
them. At first it may seem decep 
tively simple, this game of picking 
colors, but ask any executive who's 
plaved it and he'll warn you there 
are more considerations to balance 
out than the beginner could) ever 
realize. More, certainly, than have 
been hinted at above. 


Lighting is paramount 


For outweighing all else, temper 
ing every criterion of color that it 
look good, stay clean and enhance 
whatever symbolism management 
may wish to project, is the con 
sideration of light. Every time man- 
agement selects color tor an_ office 
it must ask, “How will this effect 
the light needed by the people who 
will work there?” 

loo dark a shade will not retlect 
back enough light from the electric 
fixtures to adequately illuminate 
desk tops and other work areas. 
Too pale a shade can actually pro 
duce harmiul glare through over- 
reflection. 

Adjusting the fixtures in) an at- 
tempt to compensate, often leads 
to further imbalance. In the case 
of the deep-toned walls, an in- 
crease in. candlepower trom above 
can create severe dark-and-light con- 
trasts that jar the eyes and slow 
output. In the opposite situation, 
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These combinations include something appropriate fr every color family 
except purple. It is a menu with sufficient choice to mee: most every taste 
WALLS RUG UPHOLSTERY DRAPERIES 
1. Three oyster white, one Silver grey Light brick red Grey plaid with 
light brick red metallic silver 
thread running 
through it 
2. Lemon yellow Cork tan Natural pigskin Heather mixture in 
shades of gold, tan, 
brown 
3. Light violet-blue, some- Sepia brown Royal blue Tan and brown 
what grayed leather tweed texture 
4. Three light gray-green, Very light gray Bright White 
one forest green red-orange 
5. Turquoise, slightly Rust red Turquoise, dark Brown, rust and 
grayed and medium er than wall turquoise plaid or 
light heather mixture 
6. Three silver gray, one Royal blue Emerald green Royal blue 
medium emerald green leather and ver- 
milion leather 
7. Light beaver tan Dark green Chartreuse and Chartreuse 
beaver tan 
leather 
Brom the book Color Planning for Business and Industry 


Copyright © by Howard Ketcham 
Reprinted by permission of Harper & Bros 


Light is color and color is light, and their interplay must be balanced even in the 
highly individualistic executive suite. Tones of photo suggest some of the color-light 


balance in this office at Socony, in building in midtown Manhattan. 
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AM _ Establish light-levels first; then go ‘wild’ 
Aa \ DESIGN | 


HOW COLOR AFFECTS LIGHT 


ance varies with different pigments and manufacturers. 


Here are approximate light reflectance powers of various paint colors. Reflect- 


Light Light 
Reflectance Reflectance 

Color Percent Color Percent 
MU ici decan cere eaes 83 SME SScvaieierccnhirane alate Ve esses 40 
ee eee pore y: 78 Oo EREL COREL PCE 40 
IRS orese ria’ x9:4 suk vas eies Ate 75 irre Cap eoe ae .. 40 
Golden yellow ...........:.. 72 ee eee rere 35 
SR arcs soe e Sumam wen 70 EEE ge ee CeCe ee 30 
ead ae ay eee ee 60 er err ree Tee 20 
a ae Eee eT 55 NE sci o see aca ta Awa aN ea 15 
et hee ree 55 SR err rkes ree ee 15 
eer eee re 51 SEE At Pace aie ae 10 
DR OS 5 i wiaeetabnds 50 ee eee . 10 


if 


| HOW LIGHT AFFECTS WORK 


inehes above the floor. 


For most difficult seeing tasks—100 or more foot-candles. 


periods of time, such as drafting, designing, color matching. 


For very difficult seeing tasks—100 foot candles. 
of time, such as tabulating, auditing, bookkeeping. 
For difficult and critical seeing tasks—50 foot-candles. 


periods of time, such as business machine operation, filing, cataloguing. 


For ordinary seeing tasks—40 foot-candles. 


ference rooms, mail rooms. 


For casual seeing tasks—30 foot-candles. 


other service areas, active storage. 


For rough seeing tasks—20 foot-candles. 


storage. 


Following are recommended foot-candle levels for various types of office work. 
A foot-candle is the amount of light thrown onto a square foot of surface one 
foot away from an “international candle,” a sperm candle of a certain diameter 
bufning at a certain rate. Estimates below are for minimum foot-candles 30 


This is finest precision work involving finest detail, poor contrast, and long 


This is precision work involving fine detail, fair contrasts, and long periods 


This is prolonged work involving fine detail, moderate contrasts, and long 


This is for work involving moderately fine detail, normal contrasts, and 
intermittent periods of time, such as work done in general offices, con- 


This involves such locations as stairways, reception rooms, washrooms and 


This involves such locations as hallways, corridors, passageways, inactive 


Charts from the book, Color Planning for Business and Industry 
Copyright © 1958 by Howard Ketcham 
Reprinted by permission of Harper & Bros 
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an attempt to dim excessive bright- 
ness by leaving certain lights unlit 
might do the job—or it might leave 
wells of shadow unfit tor efhcient 
work. 

Generally speaking, office light- 
ing must be sufficiently free trom 
contrast without becoming mon- 
otonous. Office colors should be sub- 
dued without being dull, possessing 
the proper reflectance for the job 
at hand. 

This is the key to practical color 
planning. Not every task needs the 
same degree of light thrown upon 
it. Lighting engineers figure that 
ordinary seeing tasks in the general 
office need less than half the foot- 
candles required by difficult preci- 
sion tasks such as drafting or book- 
keeping. The former type might 
require some 40 foot-candles of il- 
lumination, the latter more than 
100. “Casual” seeing tasks in recep- 
tion rooms, stairways or washrooms 
may need only 20 or 30. 

Only after these proper levels of 
light are established for each area 
of your office, can you intelligently 
bring color and electricity (and pos- 
sibly sunlight) to bear in provid- 
ing for them. 


No voiceless victim 

Here is where the more interest- 
ing—indeed, more  glamorous—as- 
pects of color enter the picture. For 
even though practical proscriptions 
of cleanliness and brightness will 
limit your color choice, even though 
engineers will work out formuli of 
wattage and light reflectance, you 
are still no voiceless victim of scien- 
tific dictate. You still have a wide 
palette of hues from which to pick. 
You can still go “wild,” if you 
want, with vibrant accents that 
build the particular image of vou 
firm. 

In fact it is best that you do 
make these more or less optional 
decisions at the outset, so your office 
designers can integrate them with 
the other, fixed requirements that 
have to be met. 

Fiom the wholly rigid vantage 
of physics, it may be found neces- 
sary to equip the walls of a work 
area with color having a light. re- 
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Executive office in the new 60-story Chase 


eC a 4 


ertical louver blinds providing soft, non-glare light. 
7 es - ; 


re 


VERTICAL 
BLINDS . 
of Du Pont > 
Tontine® Triglas 


allow full light control 
in new 
1 Chase Manhattan Plaza 


Modern throughout, 1 Chase Manhattan Plaza has vertical louvered SEND COUPON FOR SAMPLE SWATCHES 
blinds in every one of its 8,800 windows. “Tontine” Triglas* ANO FURTHER FACTS ABOUT TRIGLAS... 


vinyl-coated woven glass fabric gives offices a smart new look. . S te Old te ts be Cee) 
Blinds are neat .. . easy to clean . . . rotate to permit light desired —_ —— anit 
and slide like a drapery to either side of window. They're dimen- gi we f ei eae 
. H ict) H ; : ease send swatches of ‘‘Tontine rigtas 
sionally stable... resist curling, twisting, bowing or distortion. vertiesd louver woven glans tebric ond eames 
Long-lasting matte white finish reflects solar heat... helps keep | of manufacturers of vertical louvered blinds. 
rooms cool. Blinds fit windows of any size. Du Pont makes fabrics | ails 
used... does not manufacture the blinds. Send coupon for free | 
swatches of ‘‘Tontine’’ Triglas. | Position 
*Reg U S Pat Off ©2.956.917 | 
i] Company 
» . | 
Address. 
Tontine’ Triglas | 
- Washable Window Shade Cloth ; City Zone 
BETTER THINGS FOR BETTER LIVING THROUGH CHEMISTRY I State ——_ - 


(Circle No. 46 on Reader Inquiry Card) 
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flectance power of from 50 to 55 
percent—this being deemed proper 
for the task performed there. Now, 
physically, this is not much room 
to maneuver. But aesthetically and 
psychologically, management can 
maneuver all the way from grey 
to orange to light blue and green 
—these hues all fallimg within the 
reflectance range allowed. 

Often in cases like this, color 
planners will present management 
with an assortment of ten or twelve 
carefully selected colors, each suited 
to the project at hand. As a morale 
gesture, Management sometimes lets 
each department in the organiza- 
tion make its own selection of the 
color it likes best. The navy has a 
modified version of this policy. It 
allows each skipper to name the 
color, from a limited palette, in 
which he wants the interior of his 
ship to be painted. 

In its silent, never-absent way, 
color performs a multitude of big 
and little jobs around the office. 


Color: the office genie 


Rich, subtle and warmly brown, 
it creates dignity in the executive 
suite; in the law or brokerage office. 

White with a splash of orange 
(as one reception room has it), 
it bespeaks creativity in an adver- 
lising agency. 

All black, it covers the unsightly 
pipes and architectural oddities of 
many a high ceiling — “lowering” 
them comlortably to the level of 
the lights. 

Operating on the principle that 
deep tones seem nearer while light 
ones recede, color makes narrow 
corridors “wider” and long ones 
“Shorter.” 

Desk tops, once uniformly dull 
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Smaller office accessories today wear a vivid color wardrobe. Intercom phone of 
Tele-Norm Corp. (left) sports light grey base and receiver with beige accents. At 
right: nest of five mail baskets in assorted hues, from the Corry Jamestown Corp. 


and thus visually harmful because 
of the sharp contrast with white 
paper, today sport a chic 
wardrobe. 

Filing cabinets, once scorned by 
design expert Howard Ketcham as 
“a colorless array . . . a line of 
rampant hippopotamuses,” today 
present facades to the business 
worid of primary red, blue and 
vellow. 


color 


“Today,” says interior designer 
Robert Collins, “management 
thinks the girl who comes to work 
and finds an orange chair may have 
a little more spark.” 

Color has reached erudite levels 
in many offices. Ofhce designer 
O'Neill Duffy says his firm uses 
color combinations based on the 
works of contemporary painters. 
“Matisse, Mondrian and Monet are 
the ones most used. We find that 
these painters are an excellent 
source of inspiration to our stall.” 

Color touches today’s telephones, 
typewriters, staplers, doorknobs. It 
especially touches the accessories 
which have always decorated office 
suites—ash trays, bookends, statuary, 
pictures, other wall decor 
sories now resplendent in new hues 
of shimmering glaze and enamel. 
Color shows up, refreshingly na 
tural, in the decorative foliage (real 
or artificial—it’s hard to tell) grow- 
ing out of random corners ol most 
every well-planned office. 

As perhaps you've gathered by 
now, color on an ofhice-wide = scale 
is something best put in the hands 
of experts. That doesn’t mean you 
abdicate all responsibility. You set 
the budgetary and policy limits 
within which the experts work. You 
choose the colors you want, leaving 
the precise values and saturations 
to the professionals. You even choose 


- acces 


the “media” through which the 
color is conveyed — paint or wall- 
paper, carpeting or linoleum—bas- 
ing this, of course, on the well- 
known criteria of cost, wearability 
and maintenance as they pertain to 
these materials. Let the experts ad- 
just for any differences in reflectance 
that your decision brings about. 

Many independent — consulting 
services stand ready, of course, to 
sell you their color and ofhice-plan 
ning expertise. However, do not 
overlook the guidance also avail- 
able trom staff designers employed 
by office equipment and furniture 
dealers, and ofhce equipment and 
furniture manufacturers. 


Rules of color 


“Color in ofhces must have two 
qualities,” O'Neill Duffy sums up, 
“freshness and = vigor. It 
used correctly, it will increase the 
ethciency of the office worker as 


colon is 


psychological tests have shown time 
and again.” . 
“Othce colors have to meet some 
stringent requirements,” pens Ho- 
ward Ketcham in his book, Colo 
Planning for Business and Industry. 
“These are common-sense require- 
ments—they don’t depend on the 
caprice and whim of 
orator’ 


the ‘dec- 
They depend instead 
on hard-headed considerations of 
ethciency and economy.” 

Four of Mr. Ketcham’s office color 
commandments are these: 

Othce colors must not be dis- 
tracting. 

Office colors must not be monoto- 
NOs. 

Othce colors must be easy to main- 
tain. 

Office colors 
ficiency. 


must promote el- 
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The longer you put off a pension plan, the closer employees get to retirement 
age. When a fund is finally started, company deposits must necessarily be high. 


STILL NO PENSION PLAN? 


Senior employees deserve old-age security; delay costs the company money 


By FRANK W. GRAY 


MANY COMPANIES still haven't 
considered adopting an employee 
pension plan because they think 
they cannot afford it. Others feel 
they need one, but hesitate to com- 
mit themselves to a long-term obli- 
gation. What they don’t realize is 
that they really cannot afford not 
to have such a plan, and the longer 
they procrastinate the more it will 
cost them to establish one in the 
future. 

Delay adds to the cost in several 
ways. Employees get older, key men 
are more vulnerable to outside of- 
fers, and the government continues 
to take money in taxes which could 
be going into the building of a pen- 
sion fund. 

Let’s examine these points in 
further detail. The people who 
have contributed most to the build- 


FRANK W. GRAY is a free lance business 
writer with a management background. 
He was once an executive of the Mission 
Dry Corp. He specializes in articles on 
administration, sales, and advertising. 
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ing of a business are usually the 
oldest employees in both years and 
length of service. They are also the 
most deserving of pension protec- 
tion and benefits. While adoption 
of a pension plan is delayed, these 
key people are advancing into the 
upper fifties and early sixties. This 
means that when the plan is finally 
put into operation, the top level 
age will be higher, and the de- 
posits the company must make to 
provide suitable retirement bene- 
fits are increased accordingly. 


Security breeds loyalty 


One of the pressing issues in 
business today is the so-called “‘pi- 
rating” of highly-skilled executives 
that goes on between competing 
firms. The more extensive and spe- 
cialized a man’s knowledge and 
abilities, the harder he is to replace, 
and the more likely he is to re- 
ceive outside offers. Since financial 
security is such a strong motivating 
factor in our society, valued em- 
ployees are less apt to consider a 
job change, even when immediate 


salary inducements are higher, if 
they have insurance for the future 
in the form of pension benefits. 

There are several tax advantages 
in developing and adopting a good 
pension plan. Any plan which 
meets the approval of the Depart- 
ment of Internal Revenue is a fully 
deductible operating expense. For 
companies in the 52 per cent brack- 
et, this means that Uncle Sam is 
standing over half the cost. 

Furthermore, employee _ partici- 
pants pay no taxes on their re- 
spective shares of the pension fund 
and on any contribution they may 
make out of salaries or wages. In 
other words, pension backlogs of- 
fer an attractive financial ‘“‘cushion” 
for old age, without the amount of 
tax erosion which applies to or- 
dinary income. 

Of course, pension payments are 
taxed as regular income after an 
individual’s retirement, but then he 
is presumably in a_ lower tax 
bracket. If he has contributed to 
the plan, that portion need not be 
declared; it is considered as a re- 
turn of his own money. This is 
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Doesn’t matter what duplicating process you use 


© 1961 ROYAL MCREE 


...call Roytype for your supplies 


You'll find just what you need in Roytype’s” complete line 
of supplies. For mimeograph—stencils, inks, correction 
fluid. For offset—carbon and fabric ribbons, mechanical 
negative stencils from which offset plates are produced. 
For hectograph—fabric ribbons, unit masters, carbons. 
And fabric ribbons for thermographic reproductions. 

And Roytype research continues to improve and de- 
velop its line of duplicating supplies. They're the best... 
and they get better and better. 


What's more, pre-printed forms are available on stencil 
and spirit unit masters. 

Your nearby Roytype man can help you select exactly 
the right products for your machines. Call him. 

He'll advise you about all other office supplies, too 


QYA) 


...since there’s a Roytype prod- 
uct for every office need. 

Royal McBee Corporation, 
850 Third Ave., New York 22, N.Y. 
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Still no pension plan? 


why a pension plan permits the 
owners of a business and its most 
desirable personnel to greatly in- 
crease their retirement incomes 
through lower taxes. It provides an 
easy and systematic way to save for 
retirement. Some people just don’t 
seem to be able to put aside sub- 
stantial sums for the future in any 
other way. 

Whatever the financial situation 
and individual requirements of a 
company, a satisfactory pension plan 
can be devised for it. The first 
step in selecting the best plan for 
a particular company is to deter- 
mine just what its management 
wants to accomplish, rather than 
to adopt some “ready-made” plan 
and try to make it fit a specific 
situation. Tailoring a pension plan 
to circumstances and _ objectives 
eliminates the extras that boost the 
cost of ready-made plans. 

Flexibility is of prime importance. 
This is the answer for companies 
who hesitate to tie themselves down 


... continued 


to long-term commitments. A plan 
can be geared to company earnings, 
just like a profit-sharing arrange- 
ment. It can offer the options of 
reducing, or even skipping, deposits 
when profits are down, and increas- 
ing them during boom years. In 
fact, the plan can be dropped en- 
tirely, if necessary, without losing 
what has been paid into the fund. 


Eligibility and payments 


The cost of the plan depends on 
the number of employee partici- 
pants and how much they are to 
be given in benefits. Its primary 
purpose should be to offer a meas- 
ure of security to people whose 
services mean the most to the com- 
pany. Eligibility can be restricted. 
This usually means setting the min- 
imum age at 30, or requiring five 
years’ continuous service with the 
company before participation is al- 
lowed. Such a provision keeps out 
the younger people, who have not 


80% GAIN IN 
STORAGE 
SPACE! 


MOBILE 
SHELVING 
ROLLING ON 
FLUSH TRACKS — 
EACH UNIT HAS 
3 SIDE ACCESS 


MOBILE 
UNITS 


@ 262 SHELVING UNITS 
IN ONLY 1320 SQ. FT.! 


STRETCH YOUR WALLS WITH DOLIN MOBILE STORAGE 


iia 
Mobile Records Storage System 


MOBILE STORAGE DIV., DEPT. AM. 
DOLIN METAL PRODUCTS, INC. 
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Over 2600 different items of supply 
are distributed from this recently 
installed highly active Dolin Mobile 
Storage System. 262 Standard size 
shelving units occupy an area of only 
1320 sq. ft. providing 7180 cu. ft. 
of storage — an actual gain of 80°, 
more capacity than would be possi- 
ble with a conventional layout of all 
fixed (non-mobile) shelving. Space 
savings alone will pay for this in- 
stallation in a short period of time. 
Dolin Mobile Storage Systems have 
proven to be the answer to storage 
and space problems in offices, fac- 
tories and institutions throughout 
the country by providing more usa- 
ble cubic storage capacity per square 
foot of floor space than with any 
other storage method. 

For further Mobile Storage ideas, 
write today. 


Mobile Shelf Filing System 


315 LEXINGTON AVE., BROOKLYN 16, N. Y. 


yet established working records, and 
the “job jumpers” who are con- 
tinually looking for more desirable 
openings. 

The next point to consider in 
establishing eligibility is the maxi- 
mum age. A company can go as low 
as 55 in a tax-deductible program, 
and the nearer it gets to this age, the 
lower the overall cost. Most firms 
prefer to take a long look at the 
age and relative abilities of people 
they want to include, and then use 
the age of the oldest deserving per- 
son in fixing their upper limit. 

Most current plans offer pension 
benefits in the range of 30 to 40 
per cent of employee salaries. Some 
go as high as 50 per cent. Whatever 
percentage is chosen, the cost of the 
plan can be reduced by combining 
it with Social Security payments. 
In other words, pension benefits 
can be geared to make up the dif- 
ference between projected Social Se- 
curity income and the percentage 
of salary decided upon for retire- 
ment. 

In the case of salesmen who are 
deserving of pension protection by 
virtue of long and faithful service, 
but who work partly or entirely on 
commission, a base figure can be 
determined by using the amount of 
their annual drawing accounts, or 
by working it out according to 
average earnings over a period of 
three to five years. The more inter- 
ested management is in attracting, 
keeping, and rewarding such men, 
the more liberal should be the base 
for pension benefits. 


Should employees contribute? 


Should employees be asked to 
contribute to the pension fund? 
This depends on the attitude and 
objectives of management. Em- 
ployee contributions reduce the cost 
to the company, but also reduce the 
degree of management control. For 
example, if it should ever be neces- 
sary to cut down on the benefits, 
there is a chance that contributing 
employees might enter objections. 
And if they decided to make a case 
of it, the company might lose the 
decision. 

Where employees contribute even 


ADMINISTRATIVE MANAGEMENT 


| 
| 


0! 


be) 


tl 


DE 


é ' 
a ‘ 
¥ ! : 
&g | 
7 le ee 
*, \ te oe unrTs aa 
ce ee N 
\ a wwcagy? / i H 4 |e 
N “> gal ~ ; _- | N 
se - 2S . 
é | Ss 
%. | 
| 7 
og Pee . ge . 
7: s ies usar. « . 
| ae 2 .~; ; 
f Z| E. iy ae b 
x . 
j ee 
| R 
| ‘ a | i 
le —————. 6 | lr a i 


New Royaltyper™ turns out personalized form letters all by itself 


No matter how large your mailing is, the Royaltyper 
types every letter in a completely personalized way: 
in address, salutation, typing quality, even to per- 
sonal references in the body of the letter. 

Royaltyper is a typewriter . . . but a very special 
one. It’s automated . . . does its work all by itself. 
All a typist has to do is type the first letter on its reg- 
ular standard typewriter keyboard. This automati- 
cally punches the tape (and frees the operator to do 
other office work). Then the machine takes over .. . 
at over 100 words per minute . . . all day long. Num- 
ber of copies: Unlimited. Speed: 3 to 4 times faster 
than the operator. 

No need to pay the high cost of manual typing. 
Royaltyper does the job for you... faster, better, 
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more economically. Get all the facts (and the advan- 
tages) of Royaltyper. Call your nearest Royal McBee 
office, or send us the coupon below. Royal McBee 
Corporation. 


©1961 ROYAL McBEE 
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To: Royal McBee 
Corporation 

850 Third Avenue 
New York 22, N.Y. 
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Still no pension plan? 


a minor share of the pension de- 
posits, you have more of a mutual 
fund proposition. In such a case, 
everyone who participates has a 
right to say what should be done 
in administering the plan. This 
might prove awkward in the event 
management decided to use the fund 
as collateral for a temporary loan, 
or if it became necessary to dis- 
pense with the services of a_par- 
ticipant. When an employee who 
has contributed is dismissed for any 


... continued 


reason, the amount he has paid 
into the fund must be returned to 
him. People have been known to 
leave companies just to obtain their 
pension shares in lump sums. 
Where the pension plan is com- 
pletely subsidized by the company, 
management has several options on 
payments to employees terminating 
before retirement. Depending on 
circumstances, those quitting, or be- 
ing fired, can be given all the money 


credited to them, just part of it, or 


ee 


...we Just finished r 52 hour 


collating job in 7% hours.” 


Collating duplicated sheets into sets has been a 
tiresome, time wasting task in our office for 


as long as I can remember. 


Now with our new Thomas Collator—what a 
difference! One girl, one collator, one hour... 
in what used to take all day and... no mad 
scramble to meet last minute deadlines. 

Why not write the people at Thomas for complete 
information—or a free demonstration? If you’re 
like my boss and me... you’ll be glad you did. 


* Thomas Collators Ine. NUZA 


100 Church St., Dept. E, N.Y., N.Y. qudep 
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none of it, as management sees fit. 

Some companies now provide 
what is called a “‘vested interest” 
to each participant. For example, 
if this interest were set at five per 
cent of salary for each year of 
service, a person who terminated 
after 10 years would receive 50 per 
cent of the total amount deposited 
for him. This system tends to dis- 
courage “job jumping” by key 
people. Employees sometimes fear 
—and it has been known to happen 
—that they will be let go just be- 
fore retirement age and given no 
benefits. Such cases, however, are 
rare, and such fears are, for the 
most part, groundless. Only a short- 
sighted and highly opportunistic 
management would risk the cen- 
sure and lowering of organizational 
morale stimulated by such an unjust 
action against a faithful employee. 


Managing the pension fund 


There are several ways in which 
a monetary reserve set up for pen- 
sion benefits can be treated. If 
there is someone at the manage- 
ment level who is qualified in the 
handling of investments, he can be 
given the responsibility of building 
a portfolio of “blue chip” securities 
with the money. Another solution 
is to buy shares in an investment 
trust, thus achieving diversification 
without the problems of selection 
and supervision. Some companies 
assign the administration of the 
pension fund to a corporate trustee, 
or an investment counselor. Others 
simply use savings banks, or build- 
ing and loan deposits. Many insur- 
ance companies will accept the 
money in periodic deposits and 
guarantee the principle and a cer- 
tain rate of interest. 

A good pension plan contributes 
much to the stability and morale 
of a business organization. If and 
when a plan is adopted, or an old 
one revised, management should go 
all out in selling the benefits to 
the employees. When people are 
made to understand and appreciate 
what is being done for them, the 
pension program pays its way in 
better work and higher morale, all 
along the line. a 


ADMINISTRATIVE MANAGEMENT 
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1961 ROYAL ™ BEE 


a GET YOUR SALES REPORTS WHILE THEY’RE STILL FRESH...WITH 


er- A LOW-COST ROYAL McBEE SYSTEM TAILORED TO YOUR NEEDS. 


Up-to-date sales information—in time to do something 


ld ness volume hitting its potential — by product? By 
20 customer? By division? By territory? And what about 
to distribution? Is it spotty...or good? Get 


re your sales facts while they’re still perti 


Analyze your sales reports while they're 


all still fresh enough for decisive action. — sPECIALISTS IN BUSINESS MACHINES 


a . ROYAL McBEE CORPORATION 
(Circle No. 37 on Reader Inquiry Card) 
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about it. What's the data on your latest sales? Is busi- 


Adaptable to the needs of any size business. We don't 
sell you a system. We develop the system that you need. 
For over 50 years, our representatives have been 
solving business problems with flexible Royal McBee 
equipment. Your Royal McBee man will 
be glad to discuss a low-cost system 


® 
ni nent—with low-cost Royal McBee systems. G 7 A tailored to your needs. Why not call him? 
1 


Or write to Royal McBee Corporation, 
850 Third Avenue, New York 22, N. Y. 
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NEW METHODS FOR FILING 
PUNCHED PAPER TAPES 


and Edge-Punched Cards 
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e TAPE and CARD HOLDERS 


e SYSTEMS 


All methods men are aware of the 
machine production lost by wasted 
motion in the manual handling and 
filing of all punched data. 


In daily use, Shaw-Walker simpli- 
fied methods and equipment have 
proved to be far ahead of anything 
else yet devised.—Some installations 
have effected savings up to 50% in 


“Built Like a 
Skyscraper” 


e DESKS 


e FILES 


punched tape handling and filing time. 
Now, there’s a Shaw-Walker plan 
to fill every known requirement— 
even 24-hour point-of-use protection 
against fire at operator’s fingertips. 
For complete photo facts, ask your 
Shaw-Walkerman to show you pages 
224, 225 of his new Office Guide, or 
write for photo facts A-253, A-254. 


GHAW-WALKER msSKEeON ©, momean 


Representatives Everywhere 


LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 
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Products that accelerate EDP operations 


ACCORDING TO WEBSTER, an 
accessory is any article that adds to 
the effectiveness of something else 
but is not essential in itself. Maybe 
so—iIn most situations: in the data 
processing field, however, acces- 
sories are far more than their name 
implies. They help the basic equip- 
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ment to operate more productively 
through the highly efhcient  han- 
dling of tapes, cards, forms, control 
panels, etc., and any device that 
can increase the eflectiveness of 
costly EDP systems can definitely be 
classed among the essentials. 
Because data processing acces- 


sories are designed to be used with 
basic equipment physically as well 
as systematically, both materials 
and workers are kept in close prox- 
imity to computers, punches, etc., 
thereby cutting down the amount 
of trathc, keeping personnel where 
they can do the (To next page) 


Shown is TAB #480] portable reel rack. (Circle 100) 
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most good—at their work stations. 

The Statistical Office of the 
United Nations has been issuing 
a series of studies on the subject of 
data processing methods and in the 
twelfth study, “Controlling and Im- 
proving Data Processing Produc- 
tivity,” the following passage sheds 
light on the philosophy behind de- 
sign of EDP accessory furniture: 

“An important means of improv- 
ing processing productivity is to 
economize on motions and move- 
ments of operatives, materials, and 
equipment in the performance of 
data processing work. The various 
movements made in data processing 
work may .. . be examined under 
two*groups: (a) movement of op- 
eratives, materials and equipment 
in the work area, and (b) move- 
ment of the human body. 

a Searching movements can 
be reduced by placing records, 
cards, equipment, and other tools 
in their assigned places . . . moving 
materials and equipment to and 
from work stations normally adds 
to the cost of processing but does 
not normally perform productive 
work. Therefore, the best way to 
deal with ‘handling’ is, as far as 
feasible, to eliminate it altogether. 
Some ways of reducing handling 
are: (a) keeping materials at the 
height at which they are to be 
worked upon, thus avoiding 
picking them up or putting them 
down; (b) putting no materials on 
the floor; (c) keeping the distances 
over which materials are handled 
as short as possible. 

“... Among the rules relating to 
the movement of the human body 
some of which are relevant . . . are: 
(a) where feasible, arrange the work 
to permit easy and natural rhythm 
because rhythm promotes the 
smooth and efficient performance of 

key punching, . . . etc.; (b) 
continuous curved movements 
should be preferred to straight-line 
motions, thus avoiding sudden and 
sharp changes in direction; (c) 
arrange that the two hands are not 
idle at the same time during work. 

“Furthermore, to permit good 
working postures and operating 
movements, the chairs, tables, sort- 
ing and filing racks, and other tools, 
equipment, etc., should be of appro- 
priate design.”* (Editor's note: 
a et eee To page 46 


* Statistical Office of the United Nations. 
“Controlling and Improving Data Proc- 


essing Productivity,” Studies in Data Proc- 
essing Methods, Rome, 1961. 
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/ Wright Line’s tape reel shelves are modular, tape racks are removable. (Circle 103) 
I wp — oa - * a se 


e 102) 


103) 


< Soe. oe 


Model IV work station from Systems Sales provides reel storage Tab’s No. 4835 reel truck has a plastic laminate top surface. 
for 163 reels, may be used as an extra work station. (Circle 104) Retractable doors provide protection for tapes. (Circle 105) 


- 


Wright Line’s portable rack permits reels For protecting reels in transit, Systems Systems Sale’s “Reddy Rack” fits on tape 
to be easily transported. (Circle 106) Sales has foam-lined box. (Circle 107) drive, holds reel in readiness. (Circle 108) 


Dolin Metal Products makes the 22-reel rack (left. 
109); the tape truck (right, 110) is from Diebold. 
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EDP accessories can be broken 
down into three basic groups: tape 
handling equipment, card handling 
equipment, and units for working 
with control panels. 


Tane accessories _ 
Each year a growing number of 


EDP men are showing a preference 
for tape over punched cards. Conse- 
quently, expect to see a correspond- 
ing increase in the number and va- 
riety of tape accessories, already 
quite plentiful. 

The inconveniently round shape 
of the tape reel container (and 
tape reels should always be kept in 
their containers when 1:0t in use) 
makes it an especially clumsy object 
to carry. Great care must be taken 
not to drop tape reels. Tape is sub- 
ject to contamination not only 
from dust and dirt, but from stray 
magnetic fields which can cause ac- 
cidental erasure of valuable data. 

The problem can be solved by 
portable tape racks. These handy 
racks are both functional and at- 
tractive. They cost little and pro- 
mote efficiency. Look for racks with 
some means of holding the reels 
fast while being carried, rubber feet 
to prevent furniture scratches, and 
label slots for fast identification. 

Larger stationary racks for capac- 
ity storage should be bought with 
an eye to their versatility. Even the 
large size racks should have some 
sort of grip at either end enabling 
them to double as portable racks. 
Check to see if the rack manufac- 
turer makes companion shelving to 
hold racks in volume. Rack shelv- 
ing should be rigid, vet easily dis- 
mounted for movirig. She!ving may 
be had in framework form with no 
back (this permits working from 
either side) or they may be bought 
complete with doors as cabinets. 
This offers only one side to work 
from but gives greater protection 
from dust. 

Shelving should be examined for 
sharp edges that can snag material, 
a particular problem where women 
are concerned. 

One solution to both storage and 
transportation problems is the reel 
truck. If you’re buying a reel truck, 
look for a sturdy frame to resist 
damage from those unavoidable col- 
lisions that seem to befall anything 
on wheels. If trucks are equipped 
with bumpers of a soft, non-scratch- 
ing material, door and wall scrap- 
ing can be avoided. Looking to 
the future, consider trucks with 
smooth tops. They double as work 


. 


The Hallowell Division of Standard Pressed Steel Co. makes Erectomatic shelves in 
a variety of sizes. Above, they are shown in combination with handy parts drawers 
which make the whole section ideal for service and repairs department. (Circle 111) 


Wright Line’s new “Unistorall” line of EDP accessory equipment stresses versatility 
through multiple arrangements. Below, two Unistorall panel cabinets have desk top 
between, making an extra work station. Workers are kept near machines. (Circle 112) 
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Tab’s control panel cabinet has shelves welded into position; 
panels are protected against damage and accidental removal of 
wires. Guide rails simplify insertion and removal. (Circle 113) 


This control panel cabinet from General Fireproofing consists 
of five sections; four different sized panels may be accommo- 
dated; base is extra. Sections can be re-arranged. (Circle 114) 


Because wiring desks are rarely in continuous use, 
Tab’s flexible model permits conversion to a table- 
top work surface. The wiring easel attaches by 
suction feet and may be detached for use on an- 
other surface. This model may also be used as a 
file with the addition of card trays. (Circle 115) 
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stations when and where they’re 
needed. This way, tape trucks need 
never stand idle. Remember that 
the secret of EDP accessory econ- 
omy is double-duty. The more uses 
you can find for one piece of equip- 
ment, the lower its cost. 

For maximum security from un- 
warranted use or destruction, tape 
vaults with built-in tape racks rep- 
resent a wise investment. Fire is 
particularly dangerous to tapes be- 
cause they are highly combustible. 
Worse yet, burning magnetic tape 
gives off highly toxic fumes. If 
large amounts of tape are custom- 
arily stored on the premises, data 
and personnel safety may be well 
served with tape vaults. 


Control panel accessories 


As the brains of an EDP system, 
(after personnel, of course) control 
panels require special care. Because 
they are heavy to carry and, in their 
wired state, liable to malfunction 
through mishandling, panels should 
always be stored as close as possible 
to to the machine location. (So, for 
that matter, should all EDP acces- 
sories.) Ordinary shelving will not 
do for many reasons. For one thing, 
the shelf or cabinet must be suffi- 
ciently deep to prevent passers by 
from brushing against projecting 
handles and knocking the panels to 
the ground. Secondly, storage equip- 
ment must be flexible enough to 
hold a variety of panel sizes and 
models. Thirdly, if the panels are 
to be stored on edge (very economi- 
cal, space-wise) , grooves or channels 
must be used to facilitate insertion 
and removal and to keep panels 
from falling over every time they're 
handled. 

Panel storage units generally fall 
into two styles: shelf and door- 
mounted cabinets. Each of these, 
in turn, holds panels either flat 
or on edge. Both have advantages 
and drawbacks. Shelf-style units are 
highly modular, they can be stacked 
or extended along a wall, as the need 
arises. Additional units are usually 
low-cost and the initial installation 
itself costs less than other kinds. On 
the other hand, shelf units are sta- 
tionary and must remain against a 
wall. Moving them requires time 
and effort. They do not conform to 
the rule of double-use mentioned 
earlier; shelves are of no use for 
extra work surfaces, especially as 
they climb upwards and_ sideways 
along the wall. They do not, as a 


The new Flexowriter File-Desk from Shaw-Walker offers a completely organized 
work station for Friden Flexowriter machines. All punched data is within arms 
length of the operator. There are 36 models in a wide choice of finishes and top colors. 
The file drawer shown above is equipped to hold Shaw-Walker’s New Tape holders 
with automatic charge-out signal, as shown in detail below. (Circle 116) 
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Shaw-Walker’s tape holder has a unique charge-out feature. Tab, lower right, is 
pulled out automatically when tape is removed, pushed down when tape is replaced. 
This way, tape’s proper position or its absence is always indicated. (Circle 117) 


be operated in either a standing or seated position. Center supports can be had for 
joining tub files, saving floor space. Handy posting board slides on rollers (Circle 118) 
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General Fireproofing’s card truck holds 18 vertical card files. Another General Fireproofing accessory is this wall storage 
Shelves are aluminum for lightness, frame and base are tubular rack for tabulating cards. These racks can be bolted back-to- 
steel for strength. (Circle 119) Right, GF’s sorter rack mounts back for island type installations or they can be placed against 
in back of sorter, has 13 compartments. (Circle 120) a wall. They also serve as room dividers. (Circle 121) 


Wright Line 24-drawer reference file has Monarch’s 22-drawer card file has full Diebold makes one of the few rolling 
new touch release which automatically suspension; cradle rides on ball-bearings. card trucks that are also modular. Holds 
opens each 3-drawer cradle. (Circle 122) Also available with locks. (Circle 123) 18,200 to 145,600 cards. (Circle 124) 


7 o 
The Wright Line rotary file helps eliminate unnecessary walk- 


ence, allows operator to remain seated. Comes in 8-drawer ing, reaching, stooping; cards are kept at one sitting height. 
capacity or 6 regular and one double height drawer. (Circle 125) Motorized file revolves by hand or foot control. (Circle 126) 
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rule, have doors for panel protection 
against dirt and dust (important 
when one considers the many con- 
nections that must be kept clean 
for best electrical contact.) Stylewise 
they are far more functional then 
decorative. But they are inexpen- 
sive, sturdy, and capable of doing 
their job. 

Portable cabinet panel units are 
the “high-style’” EDP accessories. So 
attractive are they that one maker 
mentions the possibility of taking 
them out of the EDP department, 
and into the executive offices for use 
as portable bars. This may be car- 
rying double-duty too far! 

Cabinets lack some of the shelves’ 
disadvantages; they have doors for 
panel protection and they are easily 
moved about on their casters. Some 
models have tops especially design- 
ed for use as extra work surtaces. 
But they are not modular. Once a 
floor cabinet has been filled, another 
must be purchased. The initial cost 
is higher than for shelves. 

Another panel accessory, though 
not for storage, is the wiring desk. 
This unit permits panels to be wired 
while workers are comfortably 
seated, the panel being held in the 
proper eye-level position by an easel. 
Wiring desks can also be used as 
extra work stations with the easel 
removed. With appropriate drawers 
the desk can become a filing station. 
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Card accessories 


Card files are the workhorses of 
the EDP department. No other 
piece of equipment undergoes the 
rough use they do. Therefore, it 
is imperative they be of sound 


The three desks at right can solve at 
least two of the problems endemic to 
EDP installations —lack of space and 
lack of style. 


Top: The Executive Contemporary modu- 
lar unit from the Columbia Hallowell Div. 
of Standard Pressed Steel Co. would make 
an ideal work station for supervisory per- 
sonnel. Chrome legs and light, airy style 
could do much to tone up the EDP en- 
viroment. (Circle 127) 


Center: Steelcase’s key-punch desk pro- 
vides the extra work space and room for 
personal effects so important to any of- 
fice worker. Desk comes in an assortment 
of colors, too. (Circle 128) 


Bottom: Shaw-Walker’s key-punch desk 
provides surface and drawer space for 
working tools and supplies, keeps things 
at the worker’s fingertips. A wide selec- 
tion of interchangeable drawers are made 
to fill every need. (Circle 129) 
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4 Mr. A. A. Peniston, Manager of Printing for Braniff Airways says—‘*Solids and half- 
tones are sharper, cleaner; there’s no mottling with the Kodak Ektalith Method.” 


Table-top Kodak Ektalith Loader-Proces- 
sor and office camera team up to produce 
a offset plates in less than 2 minutes. 


Braniff improves duplicating quality, handles 
wider variety of jobs with Kodak Ektalith Method! 


Offset masters—reduced, enlarged, or same size 
—for any of the jobs shown above at Braniff Inter- 
national Airways — pilots’ manuals, news re- 
leases, maintenance charts, what-have-you — are 
produced in average time of two minutes in easy 
room-light operation. 


Just three simple steps—expose original to transfer 
paper in office camera—process this exposed paper 
in Ektalith Loader-Processor—then transfer the 
photo-image to low-cost paper master in attached 
Kodak Ektalith transfer unit. 

More important to Braniff than the speed is the 
high quality of the paper masters and the dupli- 


KOoOA K 


- 
Hk talith ...puts you ahead in offset duplicating 


METH OD 


cator copies made from them. Pilots’ manuals, for 
example, are so sharp and clean that they can be 
read easily at night under subdued cockpit lighting. 
Big savings in plate-making costs. Thanks to the 
greater speed of the Kodak Ektalith Method, out- 
put is up 25°%. Ektalith quality also sharply reduces 
need for aie metal plates—an economy impor- 
tant to Braniff, where each dollar saved is equal to 
selling an extra $30 airline ticket! 
Free Booklet shows in detail how you can save 
with Kodak Ektalith Method. Write 
Eastman Kodak Company, Photo 
Reproduction Products Division, 
Rochester 4, N. Y. 


TRADE MARK 


(Circle No. 13 on Reader Inquiry Card) 
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. continued 


construction. Ball-bearing suspen- 
sion allows easier extension and 
drawers should be made for easy 
removal as cards are continually 
being taken from one location to 
another. EDP time is too valuable 
to waste in struggling with drawers 
that won't slip into place easily. File 
drawers should be well balanced 
and have a handle that offers a 
strong though comfortable grip. Be- 


fore buying, always pick up a filled 
drawer by its handle and test to see 
if it is comfortable to carry. See that 
each drawer front has sufficient label 
room. 

Aside from capacity, files differ 
in the suspension offered. Three- 
quarter suspension allows the 
drawer to come out three-fourths of 
the way; full suspension drawers 
extend all the way out. Three- 
quarter suspension is less expensive. 
Some cabinets offer both in one. In 
most cases, locks are optional. 

Other card accessories include 


‘WAYS TO FIND 
PROFIT DOLLARS 


by cutting filing costs with SPACEFINDERS! 


“Profit dollars” in your filing department? Yes! We can show you how 
to cut costs, improve filing operation and discover ‘‘profit dollars’ with 
— Filing System. Write for brochure with the facts! 


pee te 


SPACEFINDER CABINETS 


MONEY-SAVING SPACE- 
FINDER FILING SYSTEM 


... utilizes two unique files. These are welded cab- 
inet Spacefinders with retractable doors or open 
unit Spacefinders, where portable boxes “package” 
documents —to produce maximum flexibility and ver- 
satility. Both accomplish a better job for less money. 


You can make proven savings in filing time, increase 
efficiency 45 to 50%. Savings in time and space 
are documented, photographed, and signed—proven 
in Spacefinder installation case histories — by filing 
managers of typical businesses. Here are examples: 


Leading = Company — doubled efficiency, saved 


*. 40% spa 


Data eee Manufacturer—got copies of 
engineering drawings to personnel five times 


faster, used 50% less space. 


ciency 50%, cut space required 40%. 


UNIT SPACEFINDER 


You can make savings like these! 
Write today for ‘‘Profit Dollars” 
brochure shown above —and find 
out how to cut costs on filing { 


Insurance Company — proven labor savings of 30 
to 35%! allowed large expansion in existing 


filing space. 


HOME OFFICE: 995 Market St., San Francisco 3 
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rn) Savings and Loan Association— increased effi- 
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(Circle No. 40 on Reader Inquiry Card) 
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trucks and dollies for carting cards 
in quantity, and sorter racks for 
storing cards at the machine. Trays 
are also made for storing cards 
vertically, and there are wall 
racks, in turn, to hold these trays. 
Wherever cards are involved, the 
important thing to look for is 
sturdiness of construction. 


Key-punch desks 


One of the problems in a key 
punch department is the lack of 
desk space for the punch operator, 
This is bad for her work and _ her 
morale. Her job suffers because she 
has no convenient work surface and 
cards, papers, or forms can be mis- 
placed for lack of a place to put 
them. With no desk of her own she 
must keep her personal effects else- 
where, sometimes at great inconven- 
ience. And, despite their great con- 
tribution to data processing, key 
punches are not things of beauty. 
A room with row upon row of gray 
key punches can be rather depress- 
ing. Attractive desks, in colors, can 
boost spirits and output at the same 
time. 

In keeping with the cardinal rule 


Beemak plastics makes the handy card 
holder shown above. The holder attaches 
to machines with four heavy magnets, 
keeps the right cards in the right place. 
Available in several colors. (Circle 130) 


of EDP efficiency, (the worker, her 
machine, and her supplies should 
always be kept as close to each other 
as possible) a key-punch desk with 
file, paper and pencil drawers will 
save the operator spending time 
running back and forth for supplies. 

Things to look for are basically 
the same as in other types of desks: 
enough drawer space, sturdy sur- 
faces, absence of snag-prone corners 
or projections, a lock drawer for 


ADMINISTRATIVE MANAGEMENT 
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Newest way to quality duplicating! That’s the ATF 1015. 
Only ATF—the world leader in professional offset equip- 
ment—could design it. 1015 is the ideal office duplicator. It 
goes steps beyond the others. Take positive sheet control, for 
instance ; seven grippers secure each sheet through the entire 
duplicating cycle. Also expect and get: radically simplified 


Off ft operating controls, speeds up to 7,200 IPH, smart styling, 3 
5 Se & all-around economy. Take a closer look—write today for the ‘ 
) l) P| [ AT ) R full-color brochure on the new 1015. Address: American Type =: 
! Founders, Dept B 200 Elmora Avenue, Elizabeth, N. J. 
(Circle No. 4 on Reader Inquiry Card) 
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designability 


the Sourth dimension 
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of coke furniture 
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stylized office furniture 


New York PEERLESS STEEL EQUIPMENT COMPANY 
paces Unruh and Hasbrook Avenues 
— Philadelphia 11 
ee Pennsylvania 


(Circle No. 33 on Reader Inquiry Card) 
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keeping personal things safe, 
proper height, attractive styling. 


Custom color 


In deference to the current de- 
mand for the “custom look” in of- 
fice interiors, almost all accessory 
manufacturers offer their merchan- 
dise in custom colors. Some com- 


panies will match any sample the 
| client brings. 

There’s an extra charge for this 

| service, the amount differing from 

one company to the next. For com- 

| parison’s sake, here’s how two of 

| the largest companies calculate 

| their charges: one outfit charges 30 

| per cent more for custom color when 


| 
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Data American Equipment tape vault 
has inner repository with insulating air 
space all around. Repository is pressure 
locked, hermetically sealed. (Circle 131) 


the order is a large one in which 
case the charges come down pro- 
portionately. This same company 
permits district salesman to farm 
out custom jobs to local shops. This 
may save the customer some money 
over the factory price. The second 
company charges five per cent above 
list for special custom colored 
pieces it keeps in stock. If the order 
is over $4,500, the list price is 
charged. This same company also 
_ offers pieces to match competitor's 
colors in case their furniture must 
be matched with other makes. If 
less than 10 pieces of this matched 
furniture is ordered, the five per- 
cent surcharge is in effect; for 10 
or more, the list price is charged. 
For matched colors, a special price 
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is arrived at after consultation with 
the factory. 


Costs 


The number of companies turn- 
ing out quality EDP accessory 
equipment is steadily growing as 
the volume of data processing activ- 
ity increases. This is all to the cus- 
tomer’s advantage. The more com- 
petition, the larger the choice and 
the lower the price. As a matter of 
fact, competition has forced indus- 
try-wide prices to somewhat of a 
plateau. Because of such conditions, 
manufacturers are relying more and 
more on extra services to attract 
and hold customers. “To you, this 
means (a) tree your 
company’s needs performed without 
charge or obligation, and (b) after- 
purchase service with a smile, with- 
out, in many cases, the need for a 
service contract. 


surveys of 


It would take more space than 
AM has at this time to quote prices 
for each company; instead we offer 
as a guide the average costs calcu- 
lated from the price lists of the foun 
largest manufacturers. 

Starting with a simple portable 
tape rack, prices range from $12 to 
$18 depending on the capacity. 
Fixed tape cabinets with doors to 
protect tape from dust cost about 
$125 per four-shelf fixture. Tape 
wagons range from a low of $60 to 
$150. The average is $100. 

Punched card files are priced ac- 
cording to capacity and whether 
they use full or three-quarter sus- 
pension drawers. (Full suspension 
drawers can be pulled out to their 
maximum lengths; three-quarter 
drawers, only three-quarters of their 
length.) Prices for full suspension 
drawers are higher and go up even 
more if the cabinet is equipped with 
a lock. A small 10-drawer, full sus- 


pension cabinet will cost about 
$120; a 20-drawer model, about 
$220. 


An average sized portable control 
panel cabinet will cost approxim- 
ately $135, and a desk for wiring 
these panels, $130. 


The complete picture 


Lack of space prevents a_thor- 
oughly comprehensive picture of 
the EDP accessory field. There are 
simply too many items to be cov- 
ered in so few pages. Although the 
main units have been touched 
upon, there is still a veritable world 
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Pitney-Bowes ; 


MAILinG SCALES 


Made by the originator of the postage 
meter .. . 149 offices in U. S. and Canada 


You may be fair-haired in your 
industry, rate high with your bank, 
loved by your suppliers. But if your 
customers get letters “Postage Due” 
—not so good! And a stiff old mail 
scale that underweighs may be doing 
dirt to your company repute. While 
a tired old scale that overweighs may 
be dribbling away dollars. (An extra, 
unneeded 4¢ stamp on only eight 
letters a day loses almost $100 a year.) 

The best insurance against your 
overweighing or underweighing is a 
Pitney-Bowes mailing scale— precision 
made to U. S. Bureau of Standards 
specifications and used by the U. S. 
Post Office. Its automatic pendulum 
mechanism maintains accuracy year 
after year, registers quickly, exactly. 

The big hairline indicator shows 
precise weight and postage required, 
without doubt. Large markings are 
easy to read, make mailing faster and 
easier, avoid errors and postage waste. 

There are eight models, including 
two for parcel post. Ask the nearest 
Pitney-Bowes office to show you the 
model you need. Or send coupon for 
free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


Pitney-Bowes, INC. 
2991 Walnut St., Stamford, Conn. 


| 

. | 
Send free booklet Q rate chart O | 
| 

| 


Address 


| Name 


PERT 
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WHAT ROLE WILL DATA PROCESSING 
PLAY IN YOUR COMPANY'S FUTURE? 


ADMINISTRATIVE MANAGEMENT, which 
pioneered the first reports on Auto- 
mation in the Office in its 1955 issues 
has long since extended its coverage 
to interpret in depth the role data 
processing is playing in the office, the 
trends that it has brought about, its 
implications for every aspect of the 
office’s activities. 40,000 ABC paid 
subscribers look to ADMINISTRATIVE 
MANAGEMENT to put automation in 
the correct perspective in the office 
field. In addition to its articles in 
depth on every implication of auto- 
mation, the magazine reports each 
month the most important installa- 
tions and latest developments in the 
field of equipment. 


dministrative 
anagement 


Formerly OFFICE MANAGEMENT AND AMERICAN BUSINESS 
The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 


212 Fifth Avenue, New York 10, N. Y. 


Here are some typical features on 
data processing in recent issues. 


Automatic progr ing: “The Second Com- 
OU TNE inks ciawsincseedion August 
Low-cost data processing centralizes branch 
RIE. sureeees cahaccad4 September 
Automating management's current confusion 
Sete ey Re ee ry ee er October 
Are standard clerical skills suited to today’s 
automated offices? ............. November 


Tools of the office: EDP accounting equipment 
iad dened wien bathe arama aes November 


BUT ous oF re orice 


... Continued 


of accessories to choose from, each 
with one purpose—to help you 
wring every last drop of efficiency 
out of your EDP system. 

Chances are there is some piece 
of equipment you could use that 
wasn’t included this month; but 
you needn’t miss out on it. A letter 
to any of the manufacturers listed 
on this page will bring catalogs and 
price lists, all for the price of a 
postage stamp. Or, save yourself 
even that expense and mail in the 
postage-free Reader Service Card 
bound into the back of the maga- 
zine. Your inquiries will receive 
prompt attention. 

The consequences could mean 
the difference between data process- 
ing profit and loss. 


Following is a list of manufacturers 
mentioned in this article. 

Each photograph in the preceding arti- 
cle has a number at the end of its cap- 
tion; additional information may be had 
by circling the matching number on the 
Reader Service Card. 


Beemak Plastics, 7424 Santa Monica Blvd. 
Los Angeles 46, Calfiornia 


Columbia-Hallowell Div., Standard Pressed 
Steel Co., Jenkintown 47, Pennsylvania 


Data American Equip. Co., Div. of A. M. 
Kuechman Inc., 333 N. Michigan Ave., 
Chicago 1, Ill. 


Data/Storage Inc., 111 Dwight Ave., Endi- 
cott, New York 


Diebold Inc., Canton 2, Ohio 


Dolin Metal Products, Inc., 315 Lexington 
Ave., Brooklyn 16, New York 


General Fireproofing Co., Youngstown 1, 
Ohio 

Monarch Metal Products, Inc., New Wind- 
sor (Newburgh), New York 

Shaw-Walker, Muskegon, Michigan 


Steelcase, Inc., 1120 E. 36 St., Grand 
Rapids 8, Michigan 


Systems Sales Co., 13 Broad St., Bing- 
hamton, New York 


Tab Products Co., 995 Market St., San 
Francisco 3, California 


Wright Line, 160 Gold Star Blvd., Wor- 
cester 6, Massachusetts 


ADMINISTRATIVE MANAGEMENT 
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CARGON-INTERLEAVED GUMMED LABELS 
FOR TYPING AND EMBOSSED PLATE ADORESSING 
WITH DIAMOND PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION P 


Do errr rrreneeeneenn LH 


i 
: 
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sed | 
f Pl C 
M. 
ve., | 
ndi- . . 
from the ‘DUPLI-MAIL’ line of addressing labels 
ston Here’s one masterpiece that gathers no dust. Companies every- 
‘ where keep Dupli-Snap labels busy speeding their mailings effi- 
ciently. No special equipment needed, and you get up to six copies 
nl, of your mailing list with a single typing. 
Dupli-Snap labels are the carbon-interleaved member of the 
, “Dupli-Mail” line . . . a growing family of gummed addressing 
ind: labels designed to meet every modern requirement at low cost. 
Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples, 
rand 


" “QG6GA, EUREKA SPECIALTY PRINTING CO. 
San aad BOX 149, SCRANTON 1, PA. 


Wor- @y. M. REG, U. S. PAT. OFF. & CANADA 
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Each new class of employee students at Commercial Controls is greeted by president James A. Trainor. 


SELLING THE COMPANY'S WORK TO THE WORKER 


Friden subsidiary enhances employee respect for products by formal training 


By 
HALWARD L. HOMAN 
and 
DIANE BORST 


“ARE there any more openings left 
for the basic course?” This is an 
olt-repeated inquiry in our person- 
nel department at Commercial Con- 
trols, a subsidiary corporation of 
Friden, Inc. The course in question 


aang arr 


trae were 


These are the tangible rewards Com- 
mercial Controls employees receive when 
they complete their voluntary evening 
course on company-manufactured 
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Pare qorewnre. * 


ae teddies tra veure 


Siewckod iy et, 


conducted at 


wae oer Oe 


LL PracesstF 


products. The bracelets shown here are 
awarded to women graduates; the men 
get tie clasps. 25 per cent of the com- 
pany’s personnel have enrolled in course. 


iy a company-sponsored educational 
program on Friden integrated data 
processing equipment. 

Registration is strictly voluntary 
and open to all of our 1,600 em- 
ployees. Sessions are conducted on 
the employees’ own time, with in- 
structors, manuals, and classroom 
facilities provided by the company. 
Each course completion has been 
climaxed with a graduation dinner. 
The students attend as guests of the 
company and are awarded diplomas 
and jewelry — tie clasps for the men 
and bracelets for the women. 

lo date, 25 per cent of the total! 
plant population has enthusiastically 
enrolled in this program. The esti- 
mated cost to the company is $21 
per student, but the results have 
justified the expense. As one com- 
pany nurse, speaking for her class at 


HALWARD L. HOMAN is the personnel man- 
ager of the Commercial Controls Corpo- 
ration in Rochester, New York. Diane 
Borst is an assistant to Mr. Homan. 
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Touch Pes | 
a button 4) 
..get 


» | INSTANT 


, ~ with 3M Microfilm Products 


ta BRANO 


Records, facts, figures—any information is 


‘INFORMATION! 


ae available in seconds at the touch of a button 
on with 3M Microfilm Products. 3M makes it so 
in- ‘ ° ° 
we easy to put the magic of microfilm to work 
= _ Cutting the costs of paperwork—speeding 
= | F ‘ : ‘ j iy 
er. | business communications—saving valuable TAKE A LOOK— TAKE A COPY— 

P . = i at the enlarged mi- in seconds of any in- 
a _ Space—in short, making filmwork easier, a aa ae ee. yen Set 

. in reen The “Fi “a x 
Jen faster, less costly than paperwork. Find out THERMO-FAX Fit Printer ves —— 
z , mac" Reader-Printer- exact, clean copy. 
- now how you can put microfilm to work—get a 
lly | instant information—with 
ME a i i i ai li ais svi iia dag tain tis ei cals 
21 t 
MINNESOTA MINING AND MANUFACTURING COMPANY 

ave 3 | DEPT. FBD-121 ST. PAUL 6, MINNESOTA 
ym- | 3M MICRO FILM | cane — > — about how | can get Instant Information with 
on PRODUCTS icrofilm Products. 

_— | ae a 
nies Miamesora [fimine ano \ffamuracturine company 4 ¥ oe —_ 
nan- st paurs. mum, °° MERE RESEARCH IS THE KEY TO peaee, 3M Company — _—— oS in See. 
rpo- . | Address oe 
jane | City Zone____ State. 
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Selling the work 
to the worker... continued 


a graduation dinner said, “The pro- 
duction worker now has a realiza- 
tion of how vital his operation is to 
the functioning of the machines. 
The office worker has a greater re- 
spect for the machines and their 
potential usage. And, people like 
myself, who have no personal con- 
tact with the machines, have learned 
to speak intelligently about our 
company’s product. In short, the 
company has acquired a group of 
unpaid, unauthorized, but eager 
salesmen.” 

The enthusiasm kindled by the 


Avoid 
Losses! 
Avoid . 
unexpected 


troubles! 

A awe escwerwt 
ULL UY 2U 
OFFICE PAPER SHREDDER 


The ONLY TWO-WAY 
OFFICE SHREDDER 


For regular 
office use 
with 
removable 
waste-bin 


15 DAY 
FREE TRIAL 
2 For quantity shredding — aS 


Flip & a second door A 
opens 


LOW PRICED! 
And a table model priced even lower! 


Write for illustrated brochure describing 
full application of office paper shredders. 


‘MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
(Circle No. 23 on Reader Inquiry Card) 
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Presenting diplomas at a dinner for Com- 
mercial Controls employees graduating 
from the firm’s product training program 
is William J. Kaiser, vice-president and 


program has been most satisfying. 
We have had no negative comment 
from either employees or manage- 
ment. Managers now realize that 
their -employees have desire and 
capacity to learn. “Top brass,” in- 
cluding the corporate officers, are 
the courses’ biggest boosters. 

In most cases, as participants are 
told, this training will not mean an 
increase in pay. The chance that 
knowledge of data processing will 
make a better machine operator or 
assembler is fairly slim. The only 
tangible awards are a tie clasp, or 
bracelet, and a diploma awarded at 
the graduation dinner. 


What do students gain? 


How, then, does the employee 
benefit? Well, he (or she) is given 
the complete story of the company 
product. It is easy to lose sight of 
the end product when working day 
in and day out with only one com- 
ponent. The employee has learned 
that precision and care are impor- 
tant in his job because of our cus- 
tomers’ faith in the product's 
reliability. Consequently, he has 
acquired a new respect for the prod- 
uct he builds. He looks for, and 
makes suggestions about, ways of 
improving it. 

Some of the people who have 
taken the course have become sys- 


general works manager (left). On his 
right, and assisting him, is a course in- 
structress. Each graduating class is given 
a dinner and diplomas by the company. 


tems conscious. They have started 
to think in terms of organizing their 
work in a manner which will allow 
them to operate more efficiently. 

Also, they are able to give satis- 
factory answers to their friends who 
ask, ““What does your company do?” 
This means a lot to the company, 
too. Often, a firm’s best public rela- 
tions is carried on by a_ well- 
informed, enthusiastic work force. 

The desire for courses on com- 
pany products had actually been 
expressed by several employees be- 
fore we decided to organize one last 
fall. Arranging special courses on 
company products posed several 
problems: obtaining management 
approval, finding classroom space, 
and providing demonstration equip- 
ment, plus suitable instructors. 

Our sales training center already 
had classroom space, trained instruc- 
tors, and demonstration equipment, 
so this was the ideal place to hold 
the courses. However, it was only 
available in the evening, since sales 
training classes were in progress 
during the day. 

With the approval of manage- 
ment, an evening course, titled “Ap- 
plications in Data Processing,” was 
scheduled, and announcements 
posted. We had hoped for an en- 
rollment of 25. Over 300 employees 
signed up. Included in this number 
were: machinists, clerks, engineers, 
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artists, accountants, managers, etc. 

We could only accommodate 150 
of the 300 at one time, so it was 
necessary to select the first group of 
classes by lot. Disappointed appli- 
cants were assured that all would 
eventually be able to attend. 

Thus, a second group of classes 
was arranged. Belore the second 
group was finished, the contagion 
had spread, and further classes be- 
came necessary. 

Of the 145 who were scheduled 
for the first group, 126 completed 
the course. Most of the drop-outs 
had valid reasons: transportation 
problems, family or personal illness, 
cic. 

Each class is conducted on a 12- 
week basis, meeting in the evening 
for two hours a week. Individual 
sessions include lectures by the in- 
structors, demonstrations by the 
instructresses, and question and an- 
swer periods. Two tests are given— 
a midterm and a final exam. The 
tests are not used as a method of 
passing or failing students. They are 
given only to provide a_psychologi- 
cal stimulus for learning, a method 
of evaluating the course and _ its 
effectiveness, and some standard 
with which a student can analyze 
his own progress. 


Grades not recorded 


It is felt that test grades should 
not be the sole determinant of suc- 
cess or failure. Anyone who attends 
class and sees the demonstrations 
has fulfilled the goal of the course: 
an appreciation of the product and 
its uses. Participants are told prior 
to applying for the course that the 
results will not become a part of 
their personnel records. 

Graduation exercises consist of 
a brief greeting from the elected 
class presidents and an address by 
James A. Trainor, president of the 
company. ‘Two other corporate 
officers do the honors in the diploma- 
awarding ceremony. 

After the first graduation, di- 
ploma holders began inquiring 
about the possibility of further 
study in the field of data processing. 
Management replied by adding sev- 
eral advanced courses to the pro- 
gram. It was only too glad to do 
this because the basic course had 
proven that “knowledge builds en- 
thusiasm.”’ a 
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“Soft” seating for 


Model 28-TA 
’ as illustrated with 
@ Here’s the comfort you need and the value you want. combination upholstery 
This new deluxe Cosco Chair is fully adjustable. Has $ 6 4° 5 
dual-contour molded foam rubber seat. Foam-cushioned 
backrest, upholstered front and back. Even the arm- ($68.95 in Zone 2) 
rests are foam! Get a free demonstration in your office. 


“ . Model 28-TA with all-Naugahyde up- 
Your dealer is eager to prove the comfort and out- holstery, $59.95 ($63.95 in Zone 2). 


standing value of this new Cosco Chair. 


Find your COSCO Office Furniture dealer in yellow pages of phone book, 
or attach coupon to your letterhead. 


gece eevee car ase eee aan ame en ea nb nie EE ED ED ED SEED ED SES ND SEES Model 25-S 


e Secretarial Chair 
HAMILTON COSCO, INC., Dept. AM-121, Columbus, Indiana $42.95* 
| Write us for complete information on COSCO office | ($46.95 in Zone 2) 
| furniture and new full-color catalog, or phone your near- | 
| by COSCO dealer listed in yellow pages. | 
I Firm............... ’ shiieeinnacueinet oe | sy 
: | Model 27-LA 
| By ee ev TE se eT LTT. Smee ee are rene | Conference 
| 1 / , Arm Chair 
Address............. bite aincaccasirnentetiwnirenenrtneeeton | / $39.95* 
| Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. i] ‘ ($43.95 in Zone 2) 


a ee ee ee 


*Models 25-S and 27-LA are priced with ali-Nauganyde upholstery. Zone 2: Texas and 11 western states. 
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1. Modern wiring means 
safety and convenience 


2. How to handle problem 
type employees 


3. Telephone decorum is 
good public relations 


4. Four rules for effective 
business writing 


An assortment of management 


1. Modern wiring means 
safety and convenience 

ALTHOUGH management today 
is concentrating on providing pleas- 
ant surroundings and the latest 
equipment for employees, it some- 
times pays little attention to the 
basic wiring which carries current 
to the office lights and modern 
electronic machines. This is true 
despite the fact that in the last year 
or so developments in electrical wir- 
ing have kept pace with progress in 
the electronic equipment field to 
provide more convenient, quiet, 
and safe operation for all kinds of 
machinery, according to Harvey 
Hubbell, Inc., a manufacturer of 
wiring devices. 

Adequate wiring, in addition to 
providing power for lighting and 
olhee equipment, also cuts down on 
electrical maintenance costs. When 
planning a move into new space or 
a remodeling job on an old build- 
ing, your first step—even before 
decorating—should be to insure that 
the wiring throughout the offices is 
properly installed and sufficient to 
operate all the equipment you plan 
to use. 

To do this, call in a qualified 
electrical contractor and discuss with 
him the kind and amount of over- 
head lighting you will need, the 
types of switches best suited to your 
requirements, the number of desk 
lamps required, the type and num- 
ber of office machines you expect to 
employ, where they will be placed, 
and how often they will be in use. 
Also, be sure to check national and 
local electrical code requirements 
with him because these codes vary 
in different areas. 

The contractor can then deter- 
mine how much power you will be 
using at maximum operation, how 
many circuits will be needed, the 
type of wall outlets and switches 
suitable for your offices, and where 
they should be placed for maximum 
convenience. 

Remember, too, that it is more 
economical to have a sufficient num- 
ber of outlets installed while the 
initial wiring job is being done than 
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nut 


money-savers 


to call in an electrician after the 
decorating has been completed. It 
is far better to have extra outlets 
installed than not enough. Run- 
ning multiple socket extension cords 
under carpets, etc., is definitely a 
fire hazard. 

After determining your _ basic 
wiring requirements, you can then 
decide on the wiring devices which 
will be practical in your particular 
offices, conference rooms, etc. New 
developments in the field of wiring 
cover virtually every need. 

With the new press-type AC wall 
switches, lights can be turned on 
and off at the slightest touch of 
a finger. An elbow nudge will do 
the trick when hands are filled with 
papers or books. Some switches have 
a lighted nylon button which glows 
in the dark, so that it can be located 
easily. This comes in handy where 
work is done at night. 


Dimmer switches 


The newest and most dramatic of 
the wiring devices now available is 


the dimmer switch which operates 
both incandescent and rapid-start | 


fluorescent lights on the same cir- 
cuit. This device is especially suit- 
able to conference rooms and _re- 
ception rooms where different levels 
of lighting are frequently required. 


With this new dimmer, lights can | 
be smoothly adjusted to varying de- | 
grees of intensity, ranging from full 
brightness to total darkness, as the | 


occasion requires. 

This type switch not only pro- 
vides comfortable lighting but a 
considerable savings in electricity 
costs over a period of time. Rather 
than turn out the lights completely 
or leave them on at full brightness 
when the room is unoccupied for 
a short time, you can turn them 
down to a low level, just enough to 
see into the room. 

When on-off control from several 
locations is desired, the electrician 
can install three-way switches wher- 
ever needed. In such cases, the dim- 
mer is set to the degree of bright- 
ness desired for general use. Then, 


when any one of the three-way | 
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Ever see a girl 


get ready to fold? Interrupt what she’s doing, 


and clear the desk? For a menial mechanical 


job that a small, low cost FH folding 
machine does faster, neater 
and far cheaper! One FH can 


serve several departments. 


Hand folding is expensive, interrupts 
work flow, lowers morale—and is no 
longer necessary. Any office can use the 
small, portable FH profitably. It’s set in 
seconds, by merely moving two knobs 
to fold sizes wanted. Makes eight basic 
folds. Handles all standard weights and 
finishes of paper, in sizes up to 842 by 
14 inches. Folds multiple or stapled 
sheets. The FH can also be attached to 
PB’s Model 3300 Inserting Machine for 
combined folding and inserting. 


With semi-automatic feed, the FH will 
fold as fast as you can feed it. With 
fully automatic feed, at slight extra 
cost, it will fold 100 standard 
letters a minute. Can be 
used by anybody. 

And costs less than 

a standard typewriter! 
For a demonstration, 
call the nearest Pitney- 
Bowes office—no obligation. 
Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart of latest 
postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes, INc. 


Pitney-Bowes 


(Ip 


2913 Walnut Street, Stamford, Conn. 


Send free (Q booklet on PB Folding 
and Inserting Machines (J postal rate 


FOLDERS & INSERTERS chart. 
Made by originator of the postage meter Name 
... 149 offices in U.S. and Canada 

Address 
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| FILES 


CONSUL... 


. . Quality Park’s reducing 
formula. Not a low calorie, high 
protein food substitute—no in- 
deed... but high quality low 
cost file jackets and pockets 
that hold bulky material better 
and safer with side protection 
that prevents ‘“‘middleaged 
spread.” Regular file folders are 
fine, but for fat files consider 
the convenience, efficiency, and 
protection of file pockets and 
jackets. Long run economy, 
too. Your Quality Park dealer 
has the answer to ALL your 
filing problems. 


Guali pal Kut 


lwdypelo 


A SUBSIDIARY OF STANDARD PACKAGING 
CORPORATION 


SOLD NATIONALLY THRU DEALERS 


2520 Como Ave., St. Paul 8, Minn. 
Chic Dollos 
Atlanta Los Angeles 
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a8 Tips for the office 


switches is operated, the lights will 
come on at the selected level. They 
may also be turned off by any of 
the additional switches. 


Safety devices 


In offices containing workshops 
with power tools, accidents can be 
prevented by installing simple 
safety devices, known as duplex 
grounding adapters, which prevent 
unauthorized persons from  acci- 
dentally turning on machines. Gen- 
erally, these serve as a temporary 
means of converting standard two- 
wire duplex wall receptacles to 
three- wire grounding receptacles 
until a complete rewiring job can 
be done. However, they may serve 
as a permanent method of ground- 
ing to guarantee safety in a specific 
area. 

Another safety device for ground- 
ing is a wall receptacle which pro- 
vides a combination built-in 
grounding connection for power 
tools, providing protection against 
electrical shocks. 

Still another safety device for 
office workshops is a switch-locking 
cover attachment with a Yale tum- 
bler lock and a set of two keys. It 
fits over any metal wall switch 
plate and eliminates the possibility 
of unauthorized persons tampering 
with the on-off button. The attach- 
ment can be quickly and easily 
installed over an existing switch 
without any change in wiring. 

Over and above the use of safety 
devices, there is one other thing you 
can do to avert electrical mishaps. 
Instruct employees to disconnect 
machines at the first sign of trouble, 
to report worn cords so that they 
may be replaced immediately, and 
to disconnect electrical connections 
by pulling the plug away from the 
machine instead of pulling on the 
cord. This is particularly important 
at this time of year when employees 
tinker with Christmas tree lights 
and other electrical ornaments. 
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| 2. How to handle problem 


type employees 


Almost every office supervisor has 
a “problem child” on his staff. The 


business world is loaded with them— 
gossips, buckpassers, loafers, agita- 
tors, etc. Here’s some advice from 
the Dartnell Bulletin for Super- 
visors on how to handle the most 
common problem types: 


The gossip. One of the best ways 
to handle the gossip is to keep him 
so busy he won't have time for gos- 
siping. Wherever there are people, 
there is always a certain amount of 
petty, personal gossiping, and not 
much can be done about it. But 
where gossip about company poli- 
cies and practices is concerned, you 
can lessen it by seeing that informa- 
tion from above is channeled down 
to the workers as soon as possible. 
You can encourage employees to 
come to you for information, and 
once they are satisfied about what 
is going on, the gossip has nothing 
to work with. Unfortunately, in too 
many departments, the only way the 
workers get information is from the 
gossip — and then it’s usually dis- 
torted information. 

The buckpasser. This is the an- 
noying character who's become 
adept at alibi-making. “I didn’t see 
the order,” “Joe didn’t tell me,” 
“That isn’t part of my job,” are but 
a few of his alibis for not getting 
a job done. And too often he gets 
away with it. About the only way 
you can beat him at his game is to 
keep an eye on him and make it 
tough for him to find an alibi. 

The grouch. He may be that way 
because his feet hurt, his sinuses 
bother him, his glasses need chang- 
ing, his digestion is bad, or because 
he has troubles at home. On the 
other hand, he may be assigned to 
a job he hates, or he may just have 
developed the habit of griping — 
a habit that can grow on either 
a man or woman. If you can figure 
out what ails the perpetual grouch, 
you may be able to help him. But 
if he becomes a real problem in the 
department, it may be advisable to 
turn him over to the personnel de- 
partment for personal counseling. 

The loafer. The loafer may be 
under par physically and _ need 
building up; he may be in the 
wrong job; he may lack interest in 
his work; or he may just be plain 
lazy. In the latter case, the sooner 
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he is off the payroll, the better. The 
first three cases suggest their own 
cures. 

The troublemaker. It is generally 
impossible to do anything with the 
troublemaker, or agitator. This 
type of person is often emotionally 
disturbed and in need of profes- 
sional help. Proceed with caution 
here—it’s not your place to tell him 
so. If your company has a psycholo- 
gist on its staff, he may be able to 
help. Generally, though, the sooner 
you get rid of the troublemaker, the 
better for the department and the 
company. In fact, he often gets him- 
se into such hot water that he 
signs his own release. 

The rattlebrain. The easily con- 
fused, rattlebrain type of person 
works best on routine jobs which 
allow little leeway for initiative. 
These tasks keep him busy and out 
of other people’s hair. Never give 
him a choice of two or more meth- 
ods, actions, or possibilities. He 
must be kept busy on just one type 
of job. When it’s necessary to 
change his job, give him sufficient 
time to get in the groove again. 
Directions should always be given 
clearly and simply. You can’t hurry 
the rattlebrain, because that is a 
sure way of getting him out of con- 
trol. 

The one-track mind. Quite often, 
this is the older worker who wants 
to do things the same way as they 
were done in the old days. You 
know the type: “We've always done 
it that way, so it must be right.” But 
actually, he may be 25 or 55. He is 
inflexible—someumes to the point 
of getting noisy about it—when it 
comes to changes in methods, proce- 
dures, or rules. A good way to 
handle this in-a-rut person might be 
to sell him on a change that must 
be made, and then tell him you're 
depending on him to sell his co- 
workers on the new routine. 
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3. Telephone decorum is 
good public relations 
Public relations may be the re- 
sponsibility of another department 
in your company, but yor have a 
say in it. Your say is what you and 
your staff members say to outsiders 
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over the telephone. Your telephone 
etiquette, if poor, can create a bad 
impression on the other end of the 
line and blacken the reputation of 
the company. Conversely, good 
phone manners can do much to 
exalt the company’s name in the 
public eye. 

The County of Los Angeles in 
California has published a_ tele- 
phone users’ manual for its em- 
ployees, which contains some 


universally applicable hints on man- 
aging incoming and outgoing calls. 
Following are some excerpts on the 
subject of receiving calls from the 
outside: 


When you answer a phone — 

1. Don’t say “hello,” since it 
wastes time and tells nothing. 

2. Give the first name of your 
department, office, or group. (Select 
and settle on the standard wording 


If you use Microfilm 


YOU 


NEED A 


DOCUMAT 
READER-PRINTER! 


The microfilm reader that 
makes prints on the spot 


If you use microfilm, as so many 
do today, there’s no need to 
wait for prints. As you scan the 
film on a big, clear 11” x 11” 
viewing screen, you may stop 
at any frame, press a button, 
and the machine will hand you 
a clear print. 


No machine like Documat 


Note these exclusive features: 
e large, clear image, even under 
bright lights e large, clear 842 
x 11 prints, on white paper, 
neatly trimmed e no cracking, 
peeling, or torn edges e fully 
automatic, even cuts the paper 


ANYONE CAN OPERATE IT 
JUST 3 SIMPLE STEPS 
TO MAKE A PRINT 


1. Turn on switch 
2. Locate the frame 
3. Press the button 


DOCUMAT ; 
Microfilm Cameras * Readers *Reader-Printers 
75 E. 55th St, New York 22, N.Y. + EL 5-0425 


AM-1261 


DOCUMAT inc. 


75 East 55th Street, New York 22, N.Y. 


Please send me complete detailed literature on the 
DOCUMAT Reader-Printer, with information as to 
where the machine may be seen in this area. 


i 
a 
,/ USE IT AS‘, 
/ AREADER \ 
1 ORPRINTER 4 Name 
Dsl ! 
OR BOTH ; oni 
\ ee ———— | 
‘or Complete 
\ Information Company 
\ bout / a 
\ DOCUMAT Ad 
+ 4 
~~” City, 
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V8 Tips for the office 


to identify your department and 
use it consistently.) 

3. Give your own name after you 
give your department. 

4. Pronounce your name clearly 
and distinctly. 

5. Be ready to talk on the phone 
as soon as you take up the receiver. 
Don't lift the receiver to stop the 
ringing and lay it down unanswered. 

6. Don't let the public hear your 
othce conversations. Shelter your 


best means 0 
support ioe oo 
rocessing orRigid 
PREE-ACCESS R 


our compt- 
Asx manufacturer 
what he thin _ 
then specify. oma “ 
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LISKEY INC. 
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ational Airport, 
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a) 
Sturdy rigid elevated flooring in 
2’ x 2’ modules with tile-covered 
panels and necessary ramps, that 
can provide improvement you 
need without structural change. 
(Circle No. 21 on Reader Inquiry Card) 
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phone from nearby voices or noises. 


When you give out information — 

I. Listen carefully to the caller 
to understand what information is 
wanted. 

2. Bring your caller to the point 
by skillful, polite questioning, so 
that you don’t have to listen to un- 
necessary details. 

’. jot down what is wanted, se 
as not to forget it. 

4. If something will take much 
time to look up, arrange for a sec- 
ond call. 

5. Be briel, concise, and direct, 
but don’t create the impression that 
you are in a hurry, or too busy to 
give good service. 

6. Be sure the information you 
give is correct and understood by 
the other party. 


When you talk to angry people — 

1. Be a good listener. Hear out 
the full complaint. 

2. Take a helpful attitude. Be 
pleasant and courteous, and speak 
in normal voice tones. 


3. Use the person’s name fre- 
quently. (“I hope you can, Mr. 
Smith,” etc.) 

4. Be businesslike and firm if the 
case requires firmness, but remain 
courteous. 


5. Be sincere. If in error, admit 
your mistake. 


When “wrong number” calls come— 

1. Never indicate annoyance to 
the caller, nor blame him for get- 
ling you by mistake. 

2. Say, “I’m sorry, but you were 
connected with the wrong office, or 
party,” as the case may be. 

3. Transfer the call to the proper 
person. 

4. Never exhibit annoyance to 
the operator (for her sake, as well 
as because the caller hears what 
you Say) . 


MMO 


4. Four rules for effective 
business writing 


The success or failure of written 
communications depends not on the 
reader, but on the writer, says the 
Ross-Martin Company in Systema- 
tion, its semi-monthly letter on sys- 
tem trends and techniques. That is 
why it is so important to learn and 


apply clear writing techniques for 
business correspondence. 

You can insure that your writing 
will communicate if you follow 
these four rules: 

1. Use short sentences. Long, 
complex sentences are hard to read, 
so keep them short. Pay no atten- 
tion to the theory that you should 
vary the length of your sentences for 
the sake of variety and to avoid a 
“choppy effect.” If your sentences 
are choppy, let them be, so long as 
they are clear. 

Keep vour sentences down to 
about five words whenever possible. 
Remember, you are not trying to be 
a literary great. You are only con- 
cerned with communicating. 

2. Use simple words. A simple 
word isn’t always a short one, but 
it is a familiar one. There is a ten- 
dency for people to develop new 
“gobbledegook” words. This should 
be avoided because these are usu- 
ally unfamiliar and slow up — or 
even confuse — the reader. For ex- 
ample, why say utilization when you 
can say use. Everyone knows what 
the latter means. 

3. Construct your sentences in 
straight order. This means first name 
your subject, then your verb, and 
end with the object. In other words, 
don’t write, “The debit entry was 
made by the clerk,” when it’s easier 
to write and read, “Clerk entered 
debit.” In twisting sentences around, 
as in the former case, you always 
lose brevity and might even gain 
a little confusion. 

4. Do not avoid mentioning peo- 
ple. Many businessmen write as 
though there were no people in 
their organization. They consciously 
avoid mentioning people. This is 
supposed to be “dignified” or “busi- 
nesslike.”” Actually it’s ridiculous! 
Instead of saying, “One must seek 
out areas where the greatest savings 
opportunities lie,” come right out 
and say, “The executive must. . .” 
or “The systems man must .. .” 
Why be vague when your reader 
wants specific facts? Give him these 
facts in the clearest, most definite 
way you know how, and you will 
make contact with him. 

You don’t need any special talent 
to write clearly. Make a conscious 
effort to do so, by following the 
above-mentioned rules, and you will 
have no trouble communicating 
with anyone. co 
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of the 
sociations 


Emerson E. Mead 


BEMA elects board; 
will meet again in April 

At their annual meeting, October 
18-19, members of the Business 
Equipment Manufacturers Associa- 
tion elected Emerson E. Mead, 
president of Smith-Corona Mar- 
chant, Inc., as the group's chairman 
of the board for the coming year. 
Mr. Mead has succeeded Lloyd M. 
Powell, president of the Dictaphone 
Corporation, the 1960-61 chairman. 

New vice-chairmen are R. SS. 
Laing, vice-president finance of the 
National Cash Register Company, 
and J. W. Birkenstock, vice-presi- 
dent of the International Business 
Machines Corporation. 

During the two-day program, held 
at New York City’s Waldorf-Astoria 
Hotel, BEMA president Harry C. 
Anderson outlined the association’s 
agenda for the next 12 months. 
Specific action will be taken in the 
areas of public relations, govern- 
ment relations, employer-employee 
relations, education, and statistics. 

Richard L. Waddell, formerly a 
senior editor of Business Week, was 
introduced as the new director ol 
public relations. 

The next meeting of the associa- 
tion will occur this spring, during 
the 1962 Business Equipment Ex- 
position, which is scheduled for 
Chicago, April 9-13. At the exposi- 
tion, more than 70 leading foreign 
and domestic manufacturers will 
exhibit nearly $30 million worth 
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of office, computing, and account- 
ing machines, plus related equip- 
ment, accessories, and supplies. 


NOMA announces 
Business Show seminar 

J. R. ‘Taylor, international presi- 
dent of the National Office Manage- 
ment Association, has announced 
that NOMA will present a series 
of sessions on ‘‘Administrative Serv- 
ices” in New York City, June 4-8. 
They will be held in conjunction 
with the National Business Show, 
scheduled for these same dates at 
the New York Coliseum. 


NMA names its 

1961 “man of the year’”’ 
John Mihalic, vice-president of 

the Avco Corporation, received the 

National Management Association’s 


' 


“management man of the year” 
award at NMA’s annual convention 
this October. He 
was cited for his 
outstanding con- 
tributions to the 
preservation and 
advancement of 
the free enter- 
prise economic 
system, and be- 
cause he has con- 

John Mihalic ducted his busi- 
ness and personal affairs in keeping 
with NMA’s code of ethics, accord- 
ing to association president L. Fred 
Magruder. 

Once a major-league second base- 
man with the Washington Senators, 
Mr. Mihalic is now a top industrial 
leader. Besides being a corporate 
vice-president, he is also president 
of Avco’s Nashville and Electronics 
and Ordnance Divisions. In these 
capacities, he manages approxim- 
ately 6,000 employees. 


comparethe gam 


all-new 


For amazing new efficiency & economy 
in office & business printing 


Now this one compact, superbly styled Davidson Dualith 500 will handle virtually every 


office and business printing requirement. 


For quality and efficiency the new Dualith 500 is unequalled. It delivers up to 8,000 top- 
quality, money-saving impressions per hour...up to 16,000 on “both sides at once” jobs. 


Its operation is quieter, easier and far more convenient. And its increased productivity 
and other cost-saving features will delight the time- and motion-study engineers! 


Add to this its attractive appearance, the smart new decorator colors available and the 
printing flexibility and versatility of the Dualith 500, and we are sure you will agree it’s 
the biggest advance in small offset equipment in more than a decade! Send today for 
colorful brochure. And better yet, see a demonstration! Consult the “Yellow Pages” for 
the Davidson office nearest you or write directly to 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, N. Y. 
YEARS AHEAD IN DESIGN—MILES AHEAD IN PERFORMANCE 


(Circle No. 9 on Reader Inquiry Card) 
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M AUTOMTION 


IN THE OFFICE 


UNIVACS NOW SOUND OFF RESPONSES 


COMPUTERS are now answering 
back! The Remington Rand Uni- 
vac Division of the Sperry Rand 
Corporation has introduced a com- 
puter inquiry voice-reply device 
that permits data-seekers to receive 
immediate vocal answers to the 
questions they ask of a remotely- 
located computer. These queries 
are posed through a new computer 
input device, termed “Unicall,” and 
transmitted over telephone lines to 
a Univac Real-Time computing 
system. Answers are received back 
via the same lines and heard on a 
telephone receiver connected to the 
Unicall set. 

Responses to queries from Uni- 
call sets are made in seconds by 
the Real-Time computing system. 
The transfer of information from 
the Unicall set to the computer can 
be completed in two seconds. The 
voice reply begins immediately and 
takes from three to five seconds to 
transmit. 

Unicall is expected to simplify 
and accelerate the updating and re- 
porting of changes in inventory, 


production, distribution, and sales 
in business and industry. Some po- 
tential users are: airlines, hotels, 
auto rental agencies, stock broker- 
age houses, credit reference organi- 
zations, department stores, and air- 
craft manufacturers. 

With Unicall, a typical airlines 
booking transaction would take 
place in this way: An agent for 
Airline “A” in Tampa, Florida, re- 
ceives a request for space involving 
connection with a flight on Airline 
“B” departing from Washington, 
D. C. The Airline “A” agent in 
Tampa uses his Unicall set to 
query a central interline booking 
computer in Chicago. If the com- 
puter answers that a seat is available 
on the Washington flight, the pas- 
senger in Tampa is booked. Then, 
a teletype message, containing the 
passenger's name, flight request, 


and other pertinent details, is sent 
to the Washington sales office of 
Airline “B” to confirm the booking. 

This is how a Unicall set oper- 
ates. Forty sliding levers on its face 
can be positioned to correspond to 


individual letters or numerals. 
Thus, a message can be composed. 
A message display window on the 
Unicall enables the operator to 
check his selection of letters and 
numerals before the message is 
transmitted. 

When the operator is ready to 
transmit his query, he dials the 
computer on the Unicall telephone. 
As soon as a connection is made 
with the computer, an acknowledg- 
ment signal is fed back to the Uni- 
call set. This signal trips a scanning 
mechanism and the message is 
transmitted at the rate of 20 char- 
acters per second. The computer 
selects the appropriate reply from 
an information storage drum and 
sends it back to the Unicall set. 

Some of the checks the computer 
makes before answering a message 
are: (1) It determines if 44 valid 
characters have been received from 
the Unicall set—three identification 
digits, 40 message digits, and one 
“end-of-message” or “more follows” 
digit, (2) It makes sure the mes- 
sage is complete and complies with 


HYPERTAPE, a magnetic tape 
system that gets information into 
and out of computers faster than 
any commercially-available _ tape, 
has been developed by the Inter- 
national Business Machines Corpo- 
ration. 

Equipped with Hypertape units, 
IBM’s 7074 and 7080 large-scale 
computers can read and write num- 
bers at speeds up to 340,000 per 
second, letters at the rate of 170,000 


IBM’s Hypertape system consists of the 
7640 control unit (left) and 7340 drive 
(right). They complement 729 tape units. 
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the required format associated with 
the particular type of transaction, 
(3) It establishes whether or not 
additional messages relating to the 
one received are forthcoming, and 
(4) It corroborates that the mes- 


per second, and a typical combina- 
tion of numbers and letters as fast 
as 250,000 per second. 

At its top speed, Hypertape could 
enter all 137 million U.S. Social 
Security numbers into a computer 
in one hour. It is expected to ex- 
pand the capabilities of many 
computers now involved in business 
applications. In insurance compa- 
nies and_ utilities, for instance, 
Hypertape will make a daily review 
of the master tape file feasible. 

With this new system, it will be 
possible to process two million 300- 
character master records in an hour. 
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This is Unicall, the computer input device which can receive voice replies from Univac’s Real-Time computing system 


sage is not a duplication of a pre- 
vious transaction. 

As soon as the computer answers, 
another signal is generated that dis- 
connects the Unicall set and makes 
the line available to other users. 


The units making up the new 
system are the 7540 Hypertape 
Drive and the 7640 Hypertape Con- 
trol. They can be linked to IBM 
7074, 7080, and 7090 computers. 
The 7340 drive unit will rent for 
$1,300 per month and sell for 
$78,000. The monthly rental fee 
for the 7640 control unit will be 
$3,400. It will sell for 218,000. First 
deliveries of Hypertape systems will 
be made in the second quarter of 
1965. 

Some of the features of the Hy- 
pertape system are cartridge load- 
ing, which eliminates the need for 


First deliveries of Unicall sets 
will be made early in 1962. The 
monthly rental fee for a Unicall 
set will be about $30. The sale price 
will be approximately $1,350. 


(Circle No. 140 on Reader Inquiry Card) 


HYPERTAPE HOPS UP COMPUTER INPUT AND OUTPUT 


handling the magnetic tape di- 
rectly; a new method of data re- 
cording and error correction; and 
an advancing mechanism that 
moves the tape without touching 
its recording surface. The last-men- 
tioned results in less tape wear and 
greater preservation of data. 

“The progression from standard 
tape to Hypertape systems can be 
compared to the evolution a few 
years ago from vacuum tube to 
transistorized computers,” says War- 
ren C. Hume, president of IBM's 
Data Processing Division. 


(Circle No. 141 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES _ 


Loud-speaking telephone contains a 
number of new features. According 
to the manufacturer, “partial gain- 
switching has virtually eliminated 
the possibility of microphone-speak- 
er feedback; to eliminate the prob- 


lem of clipped first syllables when a 
conversation is switched from party 
to party, an extremely fast ‘attack’ 
time is obtained by switching elec- 
tronically.” Colors available. Auto- 
matic Electric Co., Northlake, Ill. 


(Circle No. 142 on Reader Inquiry Card) 


Paper shredder has new hardened, 
alloy steel cutters. Called “Bantam 
10,” it is completely portable. Shred- 
master Corp., 384 Woodcleft Ave., 
Freeport, N. Y. 

(Circle No. 143 on Reader Inquiry Card) 


Embossing machine for making ad- 
dress plates, credit cards, etc., at 
speeds well over 100 characters per 
minute. Automark Business Ma- 
chines Co., 430 Industrial Drive, 
Maryland Heights, St. Louis, Mo. 
(Circle No. 144 on Reader Inquiry Card) 
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Dictating machine has device for 
noting start and finish of each unit, 
plus a means of locating additions, 
changes, and corrections. Memofax, 
Inc., 1828 E. 14 St., Oakland 6, Cal. 


(Circle No. 145 on Reader Inquiry Card) 


a 


For more information about any 
product circle corresponding num- 
ber on reader inquiry card inside 


back cover. 


Tape and splicer combination makes 
it possible to splice 5 to 8-channel 
punched tape, without electrical con- 
nections. Dresser Products, Inc., 
P. O. Box 2035, Providence, R. I. 


(Circle No. 147 on Reader Inquiry Card) 


Office copier features a developer 
cartridge, which eliminates the mix- 
ing and pouring of chemicals. Cart- 
ridge holds developer in air-tight 
container. Photostat Corp., 1001 
Jefferson Rd., Rochester 3, N. Y. 


(Circle No. 148 on Reader Inquiry Card) 


wd 


Automatic labeler applies address 
labels to post cards, envelopes, pam- 
phlets, brochures, tabloids. and mag- 


azines at controllable speeds up to 


16,000 per hour. Cheshire, Inc., 
1644 N. Honore St., Chicago 22. 


(Circle No. 146 on Reader Inquiry Card) 
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Paper-tape reeler is capable of sup- 
plying tape at any speed up to 40 in. 
| per second. Omnitronics Inc., Sub- 
: sidiary of Borg-Warner, 511 N. 
Broad St., Philadelphia 23. 


(Circle No. 149 on Reader Inquiry Card) 


t | Drop filing is made easier by the 
1 roll-out shelf in this unit. File fold- 
ers can be transferred intact from 
conventional drawer files. Supreme 
Steel Equipment Corp., 50 St. & 2nd 
Ave., Brooklyn 32, N. Y. 

(Circle No. 150 on Reader Inquiry Card) 


Executive conference desk has five 
, arches, containing a mesh of burn- 
ished gold, and Italian chamfered 


Desk and credenza are part of a new 
line of general office furniture, called 
the “6200” series, which attempts to 
combine contemporary executive 
styling and general office “workabil- 

(Circle No. 152 on 


Stencil duplicator has a wide dupli- 
cating area, measuring 1612 in. wide. 
This is ideal for those who require 
large-size forms, such as inventory 
control sheets. Gestetner Corp., 216- 
222 Lake Ave., Yonkers, N. Y. 
(Circle No. 153 on Reader Inquiry Card) 


legs with reverse tapers. Matching 
walnut pieces available. Myrtle Desk 
Co., High Point, N. C. 


(Circle No. 151 on Reader Inquiry Card) 
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ity.” 15 standard and custom metal 
finishes offered. The desk features 
interchangeable drawers. Columbia- 
Hallowell Div., Standard Pressed 
Steel Co., Jenkintown, Pa. 

Reader Inquiry Card) 


Electric stapler will automatically 
staple 25 sheets of 20-pound paper 
as fast as the work can be fed to the 
machine. Staplex Co., 777 Fifth 
Ave., Brooklyn 32, N. Y. 

(Circle No. 154 on Reader Inquiry Card) 


Tape dictating machine features 
magazine loading and a remote con- 
trol microphone which also serves 
as a speaker for playback. All oper- 
ations performed via three simple 
controls. North American Philips 
Co., 230 Duffy Ave., Hicksville, 
N. Y. 
(Circle No. 155 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
_. AND SUPPLIES 


Sturdy desk blends with any modern 
office decor. Part of new “Tempic- 
9” office furniture line. Yawman & 
Erbe Mfg. Co., Rochester, N. Y. 


(Circle No. 156 on Reader Inquiry Card) 


Offset plate-maker handles line 
work, type or hand lettering, and 
screened half-tones. It produces alu- 
minum plates. Copycat Corp., 215 
Park Ave. South, New York 3. 
(Circle No. 157 on Reader Inquiry Card) 


. . Pe ite oer Lee 
Desk lift, called the “Descolator,” 


raises and lowers fully-loaded desks 


(up to 750 Ibs.) with simple, safe op- 


Tape recorder is transistorized and 
works on power from 10 penlight 
batteries. “Unicorder” weighs only 
5 pounds and comes with carrying 
case (shown on left). Measures 234” 


For more information about any product 
circle corresponding number 


on reader inquiry card inside back cover. 


x 6” x 7” and contains two dynamic 
2%” speakers for hi-fi pick-up to 25 
feet away. Price $179.95. American 
Geloso Electronics, Inc., 251 Park 
Ave. South, New York 10. 


(Circle No. 159 on Reader Inquiry Card) 


ElectraMatic photocopier accommo- 
dates 14-column accounting pages, 
as well as large engineering docu- 
ments. Developer is sealed in a 
plastic cartridge. Photorapid Corp., 
142 Oregon St., El Segundo, Calif. 


(Circle No. 160 on Reader Inquiry Card) 


Pe. ae 
eration. Has sturdy steel frames and 
rollers. S & G Enterprises, 70SOE. 
North 76 St., Milwaukee 23, Wis. 


(Circle No. 158 on Reader Inquiry Card) 
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Lens tissue comes in handy desk-size 
box-dispenser. The Wilkins Co., 


Cortlandt, N. Y. 
(Circle No. 161 on Reader Inquiry Card) 


Bl 


Portable calculator, weighing only 6 
Ibs., adds, subtracts, multiplies, and 


divides. Small enough to fit into 
briefcase. Price $125. Bohn Busi- 


ness Machines, Inc., 444 Park Ave. 
South, New York 16. 


(Circle No. 162 on Reader Inquiry Card) 
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reproduces written, drawn, pen- 
cilled, typed, and stamped originals 
of any color. Features pushbutton 


control and disposable developer 
cartridge holding 48 ounces of fluid. 
Photek, Inc., Subsidiary of Textron, 


Inc., Providence, R. I. 


(Circle No. 163 on Reader Inquiry Card) 


Index tabs are self-adhesive and 
can be applied to most surfaces 
without moistening or using glue. 
Made of a wear-resistant fabric, 
they are available plain or alphabet- 
ized. Avery Label Co., 1616 S. Cali- 
fornia Ave., Monrovia, Calif. 
(Circle No. 164 on Reader Inquiry Card) 


“Duet” office copier has a dual-pur- 
pose exposure unit that is convertible 
to either diazo or regular photocopy 
at the flick of a switch. Diazo sec- 
tion produces translucent masters 
from which low-cost copies can be 
generated. Charles F. Bruning Co., 
Mt. Prospect, IIl. 
(Circle No. 165 on Reader Inquiry Card) 


DECEMBER 1961 


File folders designed to be indexed 
by EDP machines can be used with 
either punch card or tape systems. 
Trade-named “Fan-Folders.” Art 
Metal, Inc., Jamestown, N. Y. 
(Circle No. 166 on Reader Inquiry Card) 


Aluminum chairs have Polyfoam 
cushions, modern lines, and satin- 
finish frames. Four different office 


Calculator has ten-column figure 
capacity. Known as the “CMF Fig- 
uremaster,” it automatically rounds 
off fractions to one cent if equal to 
one-half cent or higher.,Price $925. 
Smith-Corona Marchant, Inc., 410 
Park Ave., New York 22. 


(Circle No. 168 on Reader Inquiry Card) 


Paper jogger easily aligns stacks of 
paper weighing up to 125 lbs. Model 
CPJ-60 is portable and has a jogging 
surface of 1,120 in., enough area for 
two people to use simultaneously. 
Syntron Co., 626 Lexington Ave., 
Homer City, Pa. 
(Circle No. 169 on Reader Inquiry Card) 


styles are available, each with a 


choice of fabric or vinyl upholstery. 
Horness, Inc., Three Oaks 7, Mich. 


(Circle No. 167 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
ANQ SUPPLIES ~ 


7 Small lift trucks can be operated 
easily by anyone in the office. As 
shown here, two can be arranged to 

safely haul big loads (up to 1,000 
Ibs.). In horizontal position, each 
can be used as a hand truck. Price 
ior two—$129.50. Di Pelco Trucks, 
r 320 Robble Ave., Endicott, N. Y. 


(Circle No. 170 on Reader Inquiry Card) 


Saves Time, 


Saves Steps, 


Saves Money 


TALK-A-PHONE 
INTERC MMUNICATION 
_The Accepted Symbol of Quality dind Dependability 


Only the New TALK-A-PHONE 
has these exclusive features! 


@ DYNASONIC SELECTOR. Select station per- 
formance, intermix or change as needed. 


@ MULTI-MAGIC STATION SELECTOR. Up to 
50-station capacity in same attractive 
cabinet. 


@ “PRIVATE” or ’"NON-PRIVATE” MASTERS 
and STAFFS. Converse in privacy, answer 
calls from a distance. 


@ NOISE-FREE, VOICE-RANGE POWER. 
Rugged, All-Transistor, high-gain ampli- 
fier provides exceptional clarity and nat- 
uralness of tone. 


PLUS... Incoming Call Chime; Busy Signal; 

Monitoring Signal; External Relay 

Control; Reciprocal Power Supply .. . 

; all as standard features of the New 
3 TALK-A-PHONE 


Proportioned like a book, only 3-inches high. 
The look and feel of fine-grained leather, 
with the strength and rigidity of steel. In 
charcoal gray and brushed chrome. 


A.1.A. File Number 31-i-51 


Write for 
free brochure 
and name of 
nearest 
distributor 


TALK-A-PHONE CO. 
Dept. AM-12, 
5013 N. Kedzie Ave., 
Chicago 25, Illinois 


(Circle No. 41 on Reader Inquiry Card) 
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Insulated files now sold at lower 
prices because of elimination of 
stack-locking device. Drawers can be 
locked individually. Meilink Steel 
Safe Co., Toledo, Ohio. 


(Circle No. 171 on Reader Inquiry Card) 


Compact briefcase has three expand- 


For more information about any product circle 


on reader inquiry card inside back 


ing pockets with capacity for holding 
bulky catalogs, or even a change of 
clothing for short trips. Available in 
cowhide or the manufacturer’s pat- 
tented “Tufide,” it also features a 
handy outside pocket and disappear- 
ing handles. Stein Bros. Mfg. Co., 
1401 W. Jackson Blvd., Chicago 7. 
(Circle No. 173 on Reader Inquiry Card) 


Wallet-style memo pads provide sec- 
tions for jotting down appointments 
and for keeping comprehensive rec- 
ords of daily expenses. Available in 
four different types, priced at $4.00, 
$6.00, $7.50, and $12.50. Robinson 
Rentinders, Inc., Westfield, Mass. 
(Circle No. 172 on Reader inquiry Card) 
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— How to Keep Track of Every Key 


. 
es ae 


Se SY 
8 ~ 
SN 


a Be | 


Fluid duplicating master has paper 
frame around carbon area for smear- | 


“ 5 TELKEE simplicity tags and numbers keys, in order. 
free handling. Rose Ribbon & Car- | Visible index identifies keys by lock location, number, 
bon Mfg. Co., Harrison, N. J. description. 


. ‘ TELKEE convenience shows all keys at a glance. 
(Circle No. 174 on Reader Inquiry Cord) Locates loaned or assigned keys instantly. Saves time, 


KEY CONTROL 3:5," 
| TELKEE security provides complete continuous record 


of all keys issued. Key identities known only to author- 


| $73.90 Complete ized personnel. 


} : Available in 10 models, 33 capacities from 21 to 2240. 
(75 capacity) Compact cabinet of fine furniture steel, tens of thousands 


in use in offices, industrial plants, hotels, stores, schools, 
hospitals, and public buildings, large and small, in U.S.A., 
= 
TELS KEE 


Canada, and overseas. 


FREE 16 page booklet. No obligation. Write for your 
copy today. 


P. 0. MOORE, INC. cen ripote 65, Pa. 


(Cirele No. 26 on Reader Inquiry Card) 
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Beat Acme Super-Visible 
System lets operators 


Automation find...feed...refile 


| ee 4 ‘aa m 


Business machine stand is available 
with one or two side drop leafs and 
has a modesty panel at the back. 
Tiffany Stand Co., 7350 Forsyth 
Blvd., St. Louis 5, Mo. 


(Circle No. 175 on Reader Inquiry Card) 


cards gunfighter fast! 


Super-fast because it’s 
Super -Visible. Keeps the 
identification edge of every 
card visible to the operator’s 
eye, in quick-flip hinged 
aluminum frames. Cards 
slip out, slip back in a flash, 
faster than most machines 
can use them. Guarantees 
you the full productive 
power of your investment 
in office automation. To 
see how, send coupon today. 


iNa VAS \V/ISIBLE | 


ACME VISIBLE RECORDS, INC. 
2112 West Allview Drive 
Crozet, Va. 


Please give me facts showing 
how Super-Visible and other 
Acme Visible systems untangle 
the finding and filing snags in 
office automation. 


a | le 


| 
| 
| 
| 
| 
| 
Desk calendar has future dates listed ; 
| 
| 
| 


on left pages and memo space on et eee 
: i 2 ee ee ae 
right hand ones. Keith Clark, Inc., 

a Zone___State__ 


1451 Broadway, New York 36. A oe 
(Circle No. 176 on Reader Inquiry Card) (Circle No. 2 
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on Reader Inquiry Card) 
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for more information about any 

booklet circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
pointments. Use the MEMOGENDA. Permits 
constant survey of work ahead .. . results in 
working without strain. Checks out completed 
tasks and builds valuable history of activity. 
Users say they gain more time for living by 
making the best use of their working hours. 
MEMOGENDA is a 96-page book, wire bound 
in a flexible leather-like covering. The right 
hand pages (8/2 x 11) have numbered lines, 
one for each item. Opposite pages are for 
additional memos . . . includes instructions 
for use, an annual reminder, 3-year calendar, 
and active telephone list. 

Price $30 a dozen F.O.B. factory, or send $3 
for sample, postpaid. Full refund if it isn’t 
the best investment you ever made. 


KANO LABORATORIES 
1024 Thompson Lane, Nashville 11, Tern. 
(Circle No. 20 on Reader Inquiry Card) 


COSTLY RE-DRAFTING OF 
STOP ORGANIZATION CHARTS 
The COFFIELD 
EVERLASTING 
interchangeable 


ORGANIZATION 
CHART 


EASY TO CHANGE 
A typist, a typewriter and typing paper are all you 
weed to a. your chest up aX - te. It’s that simple! 


+ 


_— eee} 


Sizes to Fit Any Organization Structure 

Eliminates All Costly Drafting 

Photographs for Sharp Prints 

invaluable as a Visual Training Aid 

All Parts Are Movable and Re-usable 

Solves Your Chart Problem Forever 
Write fied Ago 16-Page ne zee 

Price Schedule No. 


MANAGEMENT CONTROL ‘CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
(Circle No. 22 on Reader Inquiry Card) 
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AM YOURS FOR THE ASKING 


Computing system 

A six-page brochure (No. Bsp 
07611) illustrating the hardware, 
software, and service features of the 
G-20 computing system is now avail- 
able. The brochure describes the 
over-all system and illustrates each 
component, including the G-20’s 
control buffer and data communi- 
cator. Also described in the same 
booklet is the Bendix customer sup- 
port group, including the G-20 
Users Group, program library, and 
“‘space’’ programming. Bendix 
Computer Division, 5630 Arbor 
Vitae St., Los Angeles 45. 

(Circle No. 177 on Reader Inquiry Card) 


Dictation equipment booklet 

A newly published booklet en- 
titled, “What You Should Know 
About Dictating Machines,” has 
just been made available by Steno- 
cord Dictation Systems. The book- 
let reviews briefly the background 
of dictating machines, and_ traces 
the development of modern dictat- 
ing equipment. It serves as a guide 
for companies installing such equip- 


AM Also worth writing for 


Pilferage prevention 

By 1970, 15% of all business 
failures will result from insider 
pilferage and theft. That’s the fore- 
cast of two industrial security spe- 
cialists whose new book, ‘‘How to 
Stop Pilferage in Business & Indus- 
try,” puts the blame squarely on 
management. The authors feel that 
management is at fault because, for 
one reason or another, it has repeat- 
edly failed to prosecute the business 
felon. This paperback book exposes 
the dimensions of the problem and 
offers practical methods to solve it. 
$3 a copy. Pilot Books, 42 West 33 
St., New York 1. 


Fire protection for computer 
systems and records 

Tentative recommendations for 
controlling fire problems in the in- 
stallation and operation of elec- 


oe 


ment. Steno-cord Dictation Systems, 
Department 61, 37-20 48th Ave., 
Long Island City 1, N.Y. 

(Circle No. 178 on Reader Inquiry Card) 


Tips for tax accountants 

“Time Saver For Tax Account- 
ants” has been published by the 
Charles Bruning Co. The booklet 
has been called a quick reference 
guide to the latest ideas for work 
and reduction and pre>aration of 
tax returns and schedules, accord- 
ing to the company. The booklet 
describes in detail various types of 
work-saving tax schedules and 
forms, copying equipment, and re- 
lated items. Charles Bruning Co., 
1800 W. Central Road, Mt. Pros- 
pect, Illinois. 

(Circle No. 179 on Reader Inquiry Card) 


Multi-purpose space use 

How business firms can meet the 
continually rising cost of commer- 
cial floor areas is described in a 
new 10-page, illustrated guide 
available from Howe Folding Fur- 
niture, Inc. Included is information 


tronic computer systems have been 
prepared in booklet form. The ten- 
tative standard covers fire protec- 
tion features in buildings and rooms 
housing computer systems, and _ rec- 
ommended procedures for  safe- 
guarding both equipment and rec- 
ords. Copies of the tentative 
standard (NFPA No. 75-T) are 
available at 50¢ each from Na- 
tional Fire Protection Association, 
60 Batterymarch St., Boston 10. 


Management committees 

“Top Management Committees: 
Their Functions and Authority’”’ is 
the title of a new survey published 
by the American Management As- 
sociation. The AMA surveyed 319 
management committees in 93 com- 
panies. The report provides in- 
formation on how such committees 
are classified, how they operate, and 


ADMINISTRATIVE MANAGEMENT 
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multi-purpose room  arrange- 
ments possible with a partitioned 
area only 18 by 30 feet. One ar- 
rangement shows how as many as 
50 people can be accommodated in 
this limited space, or how two sep- 
arate conferences of 16 people each 
can be held simultaneously by 
using folding furniture. Howe 
Folding Furniture, Inc., | Park 
Ave., New York 16. 

(Circle No. 180 on Reader Inquiry Card) 


Color guides 

Two new color guides help buy- 
ers to match color-key steel lockers 
and shelving to plant or office color 
schemes. The standard guide con- 
tains samples of finishes which are 
available at slight additional cost. 
Penco Div., Alan Wood Steel Co., 
200 Brower Ave., Oaks, Pa. 

(Circle No. 181 on Reader Inquiry Card) 


New window catalog 

Albro Metal Products Corp. has 
a 20-page illustrated color catalog 
on windows. Included are windows 
of all types: reversible, double 


their specific functions and author- 
ity. The heart of the report is con- 
cerned with the question: who 
makes top management decisions 
... committees or individual execu- 
tives? 64 pages. $3/AMA members: 
$2. American Management Associa- 
tion, 1515 Broadway, New York 36. 


Eye protection 

“How to Install an Eye Protec- 
tion Program” is the title of an 
eight-page booklet which outlines 
an eye protection program for mod- 
ern industry. Contains much useful 
information on a subject of vital 
importance. Fendall Co., 2222 West 
Diversey Parkway, Chicago 47. 


Business microwave film 

What microwave can do for pri- 
vate business is told in a 22-minute 
film produced by Motorola, Inc. 


DECEMBER 1961 


hung, single hung, hopper, security, 
casement, and combinations. Albro 
Metal Products Corp., 944 Long- 
fellow Ave., New York 59. 

(Circle No. 182 on Reader Inquiry Card) 


Office layout aid 

A brochure describing a new 
method of making office layouts is 
offered free of charge. This new 
system is said to obsolete other 
methods, such as drafting, cut-outs, 
tacks, staples, and tapes. It requires 
no drawing equipment and plans 
may be changed at will. Magne- 
Plastics Corp., P.O. Box 406, Mt. 
Clemens, Mich. 

(Circle No. 183 on Reader Inquiry Card) 


DP booklet from Friden 

Redesigned and enlarged with 
additional data processing applica- 
tions for its sixth edition, the pop- 
ular Friden booklet, “IDP Products 
in Action,” presents 32 pages of 
systems applications involving the 
company’s tape-operated business 
machines. Friden, Inc., 97 Hum- 
boldt St., Rochester 2, N. Y. 


(Circle No. 184 on Reader Inquiry Card) 


Titled “Communications Unlim- 


PRODUCT 


32 PAGES OF ANSWERS 
TO HIGH CLERICAL COSTS 


Here is the story of the new 

Wassell Work Organizer prin- 

ciple of filing — full of ideas and 

examples of how major firms are 

using Wassell filing systems to 
save time and dollars. 


WASSELL ORGANIZATION, INC. 


WESTPORT, CONNECTICUT 


i / — 
Sighs . ad aH 
You'll find these exclusive advan - 
tages in Wassell Visible Sig-Na-Lok: 
eSuperior accuracy because signals 
lock in place — won't cause mistakes. 
* Quicker alphabetical changes — because 
pockets snap out, snap in. 
eLonger pocket life because pockets are 
hound full width — never tear. 


Wassell Visible Sig-Na-Lok streamlines 
your records on inventories, mainten- 
ance schedules, personnel. 


| 
WASSELL ORGANIZATION, INC. 


ited,” the 16mm. sound and color | 


film discusses microwave as a means 
for multi-location businesses to 


relay vital information. It shows | 


possible applications for manufac- 
turers, trucking lines, and other 
firms eligible for private microwave 
systems. Available on request for 
conventions, meetings, and other 
programs. Motorola Communica- 
tions and Electronics, Inc., 4501 
West Augusta Blvd., Chicago 51. 


Travel facts 
The Hotel Red Book contains 


useful information about hotels, air 
and rail service, and population 
figures. A must for those who do a 


great deal of traveling or deal with | 


people who do. $6 per copy. Hotel 
Red Book, 221 West 57th Street, 
New York 19. 


WESTPORT, CONNECTICUT 


ae 
< = 
HOW TO KNOW IT ALL 
Versatile Produc-Trol can give 
immediate and complete 
information on almost every 
phase of production. 

No recourse to files is 

needed: with Produc-Trol 

all the factors of efficient 


production are scheduled 
before your eyes 


WASSELL ORGANIZATION, INC. 


WESTPORT, CONNECTICUT 


(Circle No. 45 on Reader Inquiry Card) 
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How To Get Things Done 
Better and Faster 


} 


Rae * 


BOARDMASTER VISUAL CONTROL 


xy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on Cards, 
‘Snap in Grooves 

vv Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use. 


Full price $49 ad with cards 


FREE 24-PAGE BOOKLET NO. G-400 
Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
(Circle No. 18 on Reader Inquiry Card) 


Traffic, Inventory 


RECORD 
STORAGE | 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clio ad to letterhead and 


mail to: Dept. AM-12 


BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, lil. ‘ 


(Circle No. 5 on Reader Inquiry Card) 
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Conference 
Calendar 


Dec. 12-14. EASTERN JOINT COMPUTER 
CONFERENCE of American Federation of 
Information Processing Sciences. . . . 
Sheraton-Park Hotel, Washington, D. C. 


JAN. 31 - FEB. 2. CORPORATE CONTINUITY 
AND SURVIVAL SEMINAR of American 
Management Association. . . . Hotel Astor, 
New York City. 


APRIL 9-13. BUSINESS EQUIPMENT EX- 
POSITION of Business Equipment Manu- 
facturers Association. . . . McCormick 
Place, Chicago. 


MAY 17-18. 12TH ANNUAL NATIONAL CON- 
FERENCE of National Society for Business 


Budgeting. . . . Chase-Park Plaza Hotel, 
St. Louis. 


FOU CULO LU 


MAY 20-23. 43RD INTERNATIONAL CON- 
FERENCE & EXPOSITION of National Office 
Management Association. . . . Brooks Hall, 
San Francisco. 


MAY 28-30. FINANCIAL MANAGEMENT EX- 
HIBITION of Federal Government Ac- 
countants Association. . . . Sheraton Ho- 
tel, Philadelphia. 


JUNE 4-8. NATIONAL BUSINESS SHOW 
(“Administrative Equipment and Services 
Exposition”). . . . Coliseum, New York 
City. 


JUNE 24-28. 43RD INTERNATIONAL AC- 
COUNTING CONFERENCE of National As- 
sociation of Accountants. . . . Hotel Con- 
rad Hilton, Chicago. 


Wt 


dministrative 
anagement 


SEMI-ANNUAL INDEX 


July, 1961—December, 1961 


AUTOMATION 


Look before you leap into EDP— 
Planning ahead for future computer 
needs: Jules Sloat. 
July, page 20 
The second automation revolution— 
Now, simple words can generate com- 
puter instructions. Eric N. Grubinger. 
August, page 24 
IBM introduces’ simplified tooling 
language — AUTOPROMT simplifies 
job of translating a blueprint into 
computer language. 
August, page 64 
Branch bookkeeping with low-cost cen- 
tralized data processing—Texas com- 
pany expedites accounting operation. 
September, page 24 
Automating management’s. current 
confusion—Computers can be pro- 
grammed to issue only essential 
statistics: Owen Smith. 
October, page 20 
Filmed punch codes fed to a com- 
puter—First commercial photographic 
EDP input system. 
October, page 54 
Punched cards? Paper tape?—-Two 
methods of data input compared and 
analyzed: Raymond Dreyfack. 
November, page 22 
Burroughs introduces computer fam- 
ily—B200 line includes punch card 
readers with solar cells. 
November, page 76 


Univacs now sound off responses — 
Data-seekers can receive immediate 
vocal answers to questions they ask 
of a remotely-located computer. 
Deeember, page 68 


METHODS AND SYSTEMS 


Forms control without files—A new 
approach that can save time and 
money: A. G. Mackey. 
July, page 40 
What they said at NOMA (Part 2)— 
Speakers point out areas of challenge 
in office operations. 
July, page 74 

Delegate salary administration—How 
top management can control salary 
administration without getting in- 
volved in time-consuming details. Rob- 
ert R. Doberstein. 

August, page 13 
Schools can save space with micro- 
film— School system finds space 
savings mean cash savings: James W. 
Carruth. 

August, page 48 
Invest in systems men for quick re- 
turns—Streamline your routine office 
procedures: John Hockman. 

August, page 52 
How to hold a_ conference—Funda- 
mentals of getting the most out of 
meetings: Robley D. Stevens. 

August, page 62 
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The “COPE” unit—A new concept in 
administration: Ralph E. Steere. 
September, page 15 
Struggling with the status quo—An 
administrator must reconcile the past 
and present: Ray E. Brown. 
September, page 22 
On leasing office furnishings — Pros 
and cons of the subject: Robert L. 
Caleo. 
September, page 38 
Better teachers, better typists—Sec- 
retaries need high quality training to 
meet demands of today’s employers: 
Eunice E. Crooks. 
September, page 60 
The right approach to records control 
—Mechanics of starting a _ records 
retention program: Robert L. Caleo. 
October, page 13 
The busy executive’s guide to business 
gifts—Corporate Christmas shopping 
the easy way: Walter A. Kleinschrod. 
October, page 16 
“Capital” advice on building an auto 
fleet—The ins and outs of company 
auto leasing: Armund J. Schoen. 
October, page 22 
Publishers Envelope Co. accelerates 
customer re-order mailings—Tab card 
addressing system means better serv- 
ice for 40,000 customers: Phil Hirsch. 
October, page 44 
Does accounting make sense?—Are 
the old methods applicable today?: 
R. G. Martin. 
November, page 32 
Quit the truck business!—Operating 
a truck fleet without owner problems: 
O. K. LeBron. 
November, page 36 
Equitable takes a giant step—Plan- 
ning for recent move began 10 years 
ago: Frank G. Lyons. 
December, page 13 
What they said at S.P.A.’s LS.M.- 
Quotes from 1961 Systems and Pro- 
cedures meeting; also profile of a sys- 
tems man. 
December, page 22 
Business reports can be readable — 
mechanized accounting system gen- 
erates simple production-sales anal- 
yses for Knapp-Monarch Co. 
December, page 24 


PERSONNEL 


What’s happened to the office man- 
ager?—-AM survey shows his status 
rises: John Allan Rhea. 
July, page 11 
How to lead without dominating— 
Achieve your administrative goals 
without arrogance: Ray E. Brown. 
July, page 24 
Yes-men — what a waste! — Manage- 
ment demands creativity, not sub- 
missiveness. Clarence G. Scholtz. 
July, page 32 
Nine ways to stimulate workers’ out- 
put—Some remedies for lagging 
office productivity: Ernest W. Fair. 
July, page 36 
Winning and losing at the manage- 
ment game—some straight talk on 
administrative ethics: Ray E. Brown. 
August, page 18 
That union steward! — A necessity 
that needn’t be an evil: Barbara A. 
Dooley and Charles W. Phillips. 
August, page 30 
Fringe benefits are wages—Do your 
employees appreciate them?: Frank 
W. Gray. 
September, page 19 
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et 2 


Where zeal—not experience—counts. 
Religious group administers program 
with untrained volunteers: Walter A. 
Kleinschrod. 
September, page 45 
Panhandler or problem handler? — 
Administrators may be too eager for 
personal acceptance: Ray E. Brown. 
October, page 50 
Are standard clerical skills suited to 
today’s automated offices? —Two opin- 
ions on a vital issue: Richard Kelly 
and Clayton M. Nicholson. 
November, page 11 
Here’s how to go after that job you 
want—The systematic way to search 
for a new position: Arthur R. Pell. 
November, page 14 
More spirit and less spirits—Manage- 
ment seen changing Christmas party 
policy: Duane Valentry. 
December, page 26 
Still no pension plan? — Senior em- 
ployees deserve security; delay costs 
the company money: Frank W. Gray. 
December, page 36 
Selling the company’s work to the 
worker—Friden subsidiary enhances 
employee enthusiasm for products by 
formal training: Halward L. Holman 
and Diane Borst. 


December, page 58 


DEPARTMENTS 


Office design— 
Reception room: mirror of your 
company 


Business WRPATICS ...oos sc cesséwnscs 
August, page 54 
General office areas ..........cecee- 
September, page 26 
Convertible conference rooms ....... 
October, page 62 
Recent trends in executive offices.... 
November, page 42 
Color in office interiors ............ 
December, page 30 
Tools of the office— 
Internal communications, 1961 ...... 
July, page 43 
Microfilm: a vital link in office 
NE 5 ie so. 3:5 0. hee ea ge eee 
August, page 32 
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tHe SED ILL. 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, corrugated cartons, etc., 
into uniform resilient strands ideal for 
packing purposes. Especially adapted to 
shredding confidential records, blueprints, 
sa Built in 5 sizes: 200 to 3,600 lb. per 
our. 


Compact, economical, safe. 
are covered. 


All revolving parts 
Instantly adjustable. Shreds \%” 


to %”. Designed for continuous and trouble- 
free service. 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
(Circle No. 44 on Reader Inquiry Card) 


Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 ©@ All Phones MOnroe 6-706) 
1220 V’. VAN BUREN ST. * CHICAGO 7 


(Circle No. 6 on Reader Inquiry Card) 
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Agency—Strauchen & McKim Adv. 
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Agency—Caswell Adv. Agy. 
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Agency—Caldwell, Larkin & Sidener-Van 
Riper, Inc. 
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Agency—Bachrodt, Newell, O’Kane & Gano, 
Inc. 


Liskey Aluminum, Inc.................. 66 
Agency—MacLellan Assoc., Inc. 
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Management Control Charts Co.......... 76 
Agency—Stern, Walters & Simmons, Inc. 
Michael Lith Sales Corp................ 60 
Minnesota Mining & Mfg. Co............. 59 


Agency—Erwin Wasey, Ruthrauff & Ryan, 
Inc. 


Monroe Calculating Machine Co. Inc., Div. 
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Agency—Ellington & Co., Inc. 
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Agency—The Ullman Organization, Inc. 


Moore Business Forms, Inc............. 21 
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a EEE ee eee 4th Cover 


Agency—McCann-Erickson, Inc. 
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| WITH 
KODAK 
 VERIFAX 


masie:'< 


COPIERS... 


EXCLUSIVE 


¢ 


Kodak’s $99.50 Veri 


socal 


TRADEMARK 


fax Bantam Copier, 


‘MATRIX gives you the extra copies 


on need for less than 1l’each! 


See how you cut your copying costs as 
much as 50% with the unique Magic 
Matrix used in Kodak Verifax Copiers 


When you want a letter, report, or 
other record copied, you usually need 
more than one copy—for meetings, 
customers, all who need the facts fast. 
With other copiers, you pay “‘first 
copy” price for each extra copy. But 
not with a Verifax Copier. Look: 
Cost of the first Verifax copy—in- 
cluding sheet of Magic Matrix—is less 


Yerifax "Copying 


DECEMBER 1961 


than 9'4¢. But each extra copy made 
from the same Magic Matrix—and you 
get at least four—costs less than 1¢! 
And all these Verifax copies are dry, 
easy to read, complete! 


Phone local Verifax dealer (listed 
in yellow pages under Duplicating 
or Photocopying Machines) for free 
office demonstration and handy 
Copy-Cost Computer Set showing 
your savings with Magic Matrix and 
on-the-spot Verifax Copying. 


Price quoted is manufacturer's suggested price 
and subject to change without notice. 


DOES MORE... COSTS LESS 
... MISSES NOTHING 
(Circle No. 14 on Reader Inquiry Card) 


FREE — Mail coupon for 


Computer >= = -—== 
Setto: |=" = 2 | 
Eastman Kodak Company 
Business Photo Methods Dept. 72.12 
Rochester 4, N.Y. 

[J Check if you have a Verifax Copier. 


Name 


Position 


Company 


Street 


City 


Zone. State 


Model A, 
makes 5 dry copies from one Magic Matrix in a minute. 
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TRENDS ’61; FORECAST ’62 


WHAT KIND of year has it been? Surely, for us all, it has 
been one of the most momentous years of our lives. 


Upon our business lives, as well as our personal lives, the 
implications of its events were portentous and profound. 


It was the year that saw man enter space. It was also the 
year of the greatest man-made explosion in history—an awe- 
some blast equal in force to 50 megatons of TNT. 


It was the year that saw a city cut in half by a crude brick 
wall, and the tanks of East and West confront each other 
for eighteen tense hours. In 1961, management began, in 
earnest, to concern itself with programs for business sur- 
vival in the event of atomic attack. The company fallout 
shelter no longer was the butt of office jokes. 


In 1961, too, management concerned itself with the poli- q 
cies and tendencies and techniques of a new national ad- 
ministration. It saw an Office of Automation and Manpower 
added to the Department of Labor, headed by a man who 
intended to develop an “early warning system” which 
business could use to foresee the impact of automation upon 
personnel (June issue, p. 13). 


Despite some joblessness and economic lethargy, 1961 
found business forging ahead on bold, big projects. It was 
the year of the biggest business move in history (see page 
13), the year the world’s largest office building began to : 
rise in Manhattan. 


1961 accelerated a trend that had been expanding the 
scope, authority and importance of the administrative func- 
tion in companies for several years. Reflecting that quick- 
ening change, this magazine, which once had been known 
as Office Management, itself changed its title this year to 
one which more accurately describes the dynamic field it 
serves. 


Next month we intend to comment at length upon these 
and related management developments, these trends of our 
times, and from them also venture a forecast or two of the 
future. This, of course, is the mission of our annual ““Trends 
and Forecast Issue’’—the traditional year-opening number 
which has been so popular with our readers. We believe we 
have an exceptionally informative and penetrating issue in 
store for you this time. We hope you will agree; do watch 
for it! 
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“Acco designs 


an end to fumbling fingers —lost minutes —slipping pages 
(The NEW ACCO eLASTIC POST BINDER for MARGINALLY PUNCHED FORMS) 


LOADS FASTER, LOCKS BETTER | NO WASTED MARGINS STACKS & RACKS EASIER 


Loads or unloads from front or back. | Even when you load to full6 inch capac- = No _ protruding posts or bulging lock 
Smooth posts slide in easily, then grip ity, the pages lie flat when binder is mechanism. Tough, economical press- 
securely in slip-proof steel lock that | open. No hidden entries. Holds burst or | board is ideal for desk or shelf. 32 sizes. 
works at a finger’s touch. unburst forms. 12 colors aid coding. 

LOOK FOR THE ®E0 Ff TS -YOUR GUIDES TO QUALITY AT LOW COST 


Acco Products, A Division of Natser Corporation, Ogdensburg, N.Y. = In Canada: Acco Canadian Co., Ltd., Toronto L\ CS C (CO) 


(Circle No. 1 on Reader Inquiry Card) 
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SAMUEL F. KITCHELL 
Extc —E PRESIDENT 


VICE PRESIDENT 


THIS NCR SYSTEM pays for itself in less than two years 


PHILLIPS 


“Our NCR System with Punched Paper Tape 


saves us 9,400 a year... 


returns 88% annually on investment!’ 


_— Kitchell-Phillis 


“We are convinced the NCR Sys- 
tem with Punched Paper Tape is 
the most efficient System for our 
business. Because we are in a 
highly competitive field, accurate, 
up-to-date cost information is im- 
perative. Our NCR System is more 
accurate than our previous meth- 
od, and important information is 
always available when needed. 
“Data captured in punched 
paper tape during the normal ac- 
counting functions is processed to 
furnish the analysis reports which 
we consider so important. In ad- 
dition, the flexible NCR System 
provides us with job costs, monthly 


Coantroctor ry." 
WoOntractors, Ir 


reports of cost against estimate, 
health and welfare reports, craft 
analysis, and all of our general ac- 
counting. 

“We are happy to report that 
with our NCR System we save 
$9,400 a year, an annual return of 
88% on our investment! We are 
so pleased that we would be glad 
to be of assistance in introducing 
this System to others in our area.” 
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THE NATIONAL CASH REGISTER COMPANY Dayton 9, Ohio 
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(Circle No. 28 on Reader Inquiry Card) 


The number of each job is 
recorded automatically into 
punched paper tape. The 
tape is then processed elec- 
tronically for job analysis, 
craft analysis, and reports 
af costs against estimates. 


Your business, loo, can benefit froin 
the many time- and money-saving 
features of an NCR System. NCR 
Systems pay for themselves quickly 
through savings, then continue to 
return you an extra regular yearly 
profit. The NCR \orld-wide serv- 
tce orsanization will help protect 
this profit. Ask us about the 
National Maintenance Plan. (See 
the yellow pages of your phone 
book.) 


* TRADEMARK ——REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES © CASH REGISTERS 
ELECTRONIC DATA PROCESSING 
NCR. PAPER (NO CARBON REQUIRED) 
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